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Abstract

»y

This report is a sfudy of library cooperation, of how and
in what ways it can be enhanced, and of the forces which work
against such efforts. It compares three contiguous schodls in
the upper m dwest--a teacher's training college and private
4 yéar college in one state with a land-grant university in
another. It cxamines the premise that libraries in each of
these threes different institutions can merge onc of their major
divisions--technical services--into a single administrative unit.
Potential benefits from such a merger were felt to be economic, |
“political, social, and educational. The investigator found that
these schools were not yet ready for such a merger. A rationale
is supplied which supports this recommendation together with
several alternative courses of action which will allow the
schools to begin preparfng for such a move as painlessly as
possible. Accompanying this rationale-is a methodology for
analyzing library coopcrative proposals., The methodology
includes a qucstidnnai:e; intcrview techniques, a statistical
analysis of écquisition (oﬁ-order) file to dcterming.potential
overlap, a processing*diary study, flow -process charts, a staif.
dispersion study,'cost;analysis, and a policies and procedures |
analysis chart.
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INTRODUCTION

, Background of Survey: This is a study of Library cooperation, of how
and in what ways it can be enhanced, and of the forces which work against
guch efforts. It was initiated at the request of three Library Directors
in upper midwestern Schools where there hzt been a strong history of
successful cooperative projects at both the School and Library levels.
It is worth pointing out that this investigator was assured by top adminis-
trators in each School visited during this study that the most successful
demonstrations of cooperation between the three Schools had occured as a

AY

result of Library activities. \ '
. \, ,

The purpose of this study is to gain further fﬁgight into the impact
of these cooperative efforts and to determine if there are any additional
areas where future cooperation might prove successful,\specifically in
Technical Services. It will examine the premise that Libraiies in each of
these three different institutions of higher education can merge one of
their major divisions into a single administrative unit. The benefits from
such a merger could be economic, political, social, or educational.

Onc of the major reasons for this study is that economic fact of Jife
which has gripped all of higher education - curtailed budgets. Indeed, one
School administrggor (not a librarian) informed this investigator that he
would require an 18% increase in his budget just to maintain existing services.

One can easily appreciate .the magnitude of those forces which face Li-
braries by examining the recent increasee in subscription prices of journals.
Some examples of these increases are given in Table 19 and were taken from
. a recent issue of Library Resourceso& Technical Services (31, p. 140).

The college and university administrator of today has been placed in
the untenable position of trying to continue the same or equal services with
less dollars. When budgetary increases are not forthcoming there is only
one alternative — to curtail spending. The probler. thus becomes where and
how such actien can take place with least damage to the School. Without a °
selection of options, it is possible that such curtailment wou_.d destroy
- muscle as well as fat and thereby jeopardize the quality of the educational
experience offered by each School. Libraries, therefore, must be prepared
to submit a number of options which will yifeld the-same services or an
acceptable substitute for less dollars rather than more services.for the
same dollars as has so often been suggested., '

Academic Libraries have a long history of cooperation and as Patrick
(32, p. 1) points out, "...have proposed cooperative ventures long before the
other parts of their institutions expressed any interest in such ventures....
They are well prepared to meet the challenges of current financial exigencies
with bold new programs. Hopefully, this report can point out some courses
of action as well as pitfalls to be avoided in the initiation of such programs.

"

Goals and Tasks of Studv: This study will undertake to examine the
feasibility of joining the three Technical Services Departments in these
Libraries into one physical entity and of determining if such a merger
could work to the economic Lenefit of all, This will be accomplished by
seeking answers to the following questions (tasks) as outlined in the
original proposal:

13 .
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1. What legal/operational/mechanical .factors operate to deter
formation of a centralized technical services unit?

2. What legalloperat1ona1/mechanical_factorh operate to encourage
formation of a centralized technical services unit?

3. What overlap is there in journal holdings (titles)?

4. What are the possiblitiés of overlap occurring in the on-order
files of each member institution? What institutional charac~
teristics are reflected in these files?

S. What potential is there for the central storage of lesser used
material by Consortia members?

6. For each Department in each institution determine or’ prepare the
following:

a. How long does it take to catalog a book (title)?

b.  How long does it take to ﬁrocess a book through acquisitions?

c. How much does it cost to catalog a book?
d. How much does it cost to order a book?

e. What forms/files are presently in use in each Catalog Depart-
ment? In each Acquisitions Department?

f. Prepare a flow process chart showing the movement of a new
title through the Catalog Department?

g« Prepare a flow process chart showing the movement of a new
order through the Order Department.

7. How are other T.S. activities handled? For example, searching and
verifying of bibliographic requests, ordering and preparation of
cards, binding, serials check-in, catalog-maintenance and book~
keeping/accounting? Discover what commonality or consensus
exists in these operations.

Setting of Survevy - General Institutional Characteristics: The prin-
cipals in this investigation are a land-grant university in one state, a
church scknol and a teacher training college in anether. The two states
concerned are Minnesota and North Dakota. Any proposed cooperative endeavor
must, therefore, be prepared to bridge the gap between the needs of a college
and those of a university, between the funding requirements of private and
of public sector support, as well as cross state boundaries with all the
bureaucratic paraphernalia such actions require. For a more detailed -
summary of those general institutional characteristics which could affect_
such a merger the reader should examine Chart 1 Policies and Proceduress-.
General University in the Findings portion of this report.

[



Description of Participants -~ the Libraries and Their CooPerétive ~
Projects In Each Institution: Cooperation can rake place at many levels

and cau assume many forms. Libraries can share their resources (money,
staff, holdings, services, equipment, expertise, records, and physical .plant)
in a number of ways. ‘Indeed, the three Libraries examined here have already
pegun such efforts despite their many differences. Ccoperative projects
already underway include the following: a union list of periodical holdings
involving major Libraries in the area, the sharing of catalog cards for
microforms, exchange of standing order information, a teletypewriter com-
munication network, photocopy service, and a shuttle service.

There were as many differences as there were similarities among the -
three principals of this investigation. Size of the staff ranged from 32
to 14 not counting part time or student help, operating budgets varied from
$550,601 to 232,286, number of volumes in book stock (1972/73) ranged from
255,600 to 161,115, and hours of opening from 83.5 to 88 per week.

- 8o we find a number of disparities between these three Schools which can
and will affect any cooperative moves. For a more detailed discussion of
these differences and similarities, the reader should examine Policy and
Procedure Charts 2 - 7 with their index Chart 8. '

Benefits, Liabilities, Qualities, and Prerequisites of Cooperation -
The Literature Review: The strength of any cooperative venture lies in the

intrinsic differences of its members and in the ability of these differences
to complement and to support one another in the context of .a common purpose.
Both iniividuality and commonality are thus essential to any cooperative
endeavor. Put another way, one may gay that the strength of any coopera-
tive program lies in its commonality of purpose and product, and in its
differences of program. Hammer and Sokolski pointec to such commonality

of purpose and product in their discussion of the success achieved by the
Massachusetts Central Library Processing Service, "..:.a processing center
can only be successful if the members agree to accept a standard product
and to coordinate their nceds with the needs of the dther members.... The
principles of cooperation, standardization, and mass production have been
the secrets of success in this processing service...." (22, p. 125). ‘
Kilgour has added a slightly different dimension to this theme by noting
that, “...a truly cooperative Genter establishes goals that are not achiev~
able by individual libraries....”" (24, p. 138).

There are a number of successful proccssing centers and academic 1li-
brary consortia in the United States (22, 23, 24, 25, 28). Kilgour
(24, p. 138) has summarized the three qualities which characterize their
success, First are those things which make "...possible the establishment
of new cbjectives for a group of cooperating libraries as distinguished
from the classical goals of individual libraries...." The second quality
of cooperation he calls ",..the sharing of resources without cost to the
institution providing the resources...,”" and the "...third quality of coopera-
tion is the pooling of human and financial resources to achieve a system
unattainable by individual libraries....™

True cooperation thus requires both consensus and individuality in
order to survive and grow. Individual programs and strengths must continue
but always on the common ground of purpose where benefits are assured to

45
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all participants. This does not refer solely to the economic or societal

benefits, although they must not be minimized, but to the much. broader

unity of educational purpose which brings people/institutions together for

a better tomorrow yet allows each participant freedom to seek, discover,

and develop those things which it does best, to build their own centers

of excellence if you will, and at the same time maken each library obligated.
tq)its neighbor for those things it cannct or will not do for itself.

& -
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METHODOLOGY OF SURVEY

Work Schedule for the Investigation: This study began April 7 in a
preliminary interview with the Directors of the three Libraries concerned.
April 7, '8, and 9 were spent in exploratory sessions and in reviewing the
proposal. Wock actually began at Library C during the week of April 21-27.
“The following week, April 28 - May 4 was spent in Library A. Questionnaires
and diary studies were also distributed to the Libraries during this second
week. The final week of data collection, May 19-24, was spent in Library B.

, In each Library a number of tasks were undertaken and survey techniques
used. These were as follows: interviews, anonymous questionnaires distrib-
uted to Library staff (everyone on the payroll), systematic sampling, staff
dispersion, review of documents and files, flow-charting of selected opera-
tions, diary studies, and the conmstruction of policies and procedures charts.
Fach of these will be discussed in more detail in the following sections.

Questionnaires: - Early in the study an open-ended questionnaire was
drafted and distributed (April 25-26) to all staff in each Library. This
was done in order to assure as broad a base of representative input as
possible and to allow all who wished to be heard a chance to make their
feelings known regarding the proposed merger. A copy of the survey
instrument used with its attached cover letter accompanies this report as
Exhibit 1. °

»

Replies to this questionnaire enabled the investigator to obtain a
demographic profile of the respondents as well as their anonymous reactions -
to the proposed merger. Although the three open-ended questions asked were
essentially the same as those posed during the interview, the investigator
felt it was necessary to use them both places. The questionnaire allowed
the respondent to remain anonymous while the interview allowed the inter-
viewer to probe for additional details/reactions from the respondent.

Response to the questionnaire ranged from good (Library A 91.7%) to
fair (Library C 50.7%¥, and was judged acceptable for the purpgses of this
analysis See Table 1 for a summary of questionnaires sent/rec2ived,
response rates, and a demographi¢\profile of the respondents. Replies to
the questions have been tabulated in Tables 2-6 and 8-10.

Questions 5, 6, and 7 of this questionnaire were open-ended and each
respondent was encouraged to write out his reply. Many did so and these .
afforded the investigator an excellent insight into the reactions of staff
to the proposed merger. All questionnaires were anonymous and the respondents
were quite candid in their replies. A cross section of these replies
accompanies this report as Exhibit 2, "A Digest of the Narrative Replies
Written In Response to Questions 5, 6, and 7." These will be discussed in
more detail in the Findings portion of this study. '

Compilation of the data taken from this questionnaire was parformed
using a standard set of statistical programs titled SPSS. -An explanation
of this package is contained in a book by its developers Nie, Bert, and
Hi11 (2). - This set of programs enabled the invegtigator vo calculate
sums, means, variances, frequencies, percentages, and to cross tabulate .

&
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them in ‘a fashion which would have taken much longer if done by hand. This
is an immensely useful set of programs and should receive wider attention
amon,g members of the library profession.

Interviews: In addition to the sending out of anonymous questionnaires
this investigator elected to use individual and gro.p interviews as survey
instruments. This was done in order to allow the investigator to probe the
replies of the respondents with the goal of opening up areas of concern or
problems which had not yet surfaced. Oral interviews allowed the investi-
gator to follow-up a line of questioning which he could not have done using
only a'written questionnaire. These meetings also helped to clear the air
and to reassure the respondents that this survey was.not being done simply.
to find data supporting a decision already made. Indeed, at no time during
the course of this survey did anyone attempt to influence its findings'for
or against the merger. Each respondent sought oniy to present his/her own
views in as clear a fashion as possible.

-

In order to strive for maximum input from all Library staff, care was
taken to interview as many professional, paraprofessional, classified, and
student employees as wished to be heard. NOJ student employees as such
asked to be interviewed, however, although a number of student wives (as
clericals) were interviewed. Interviews were conducted eithér on an indi- ..
vidual basis or in group meetings. In addition, the investigator attended
at least one staff meeting in each school plus the TCL Periodicals Union
List Committee (April 22) meeting as an observer. This was done in order
to introduce the Principal Investigator to the stafﬁ, to make certain ‘
everyone understood the purpose of the survey, and to give the P.I, a
flavor of staff concerns and actions. Interviews were held with Library
staff in each school. The number of staff. interviewed was as follows:
Library A 19, Library B 9, and Library C 7. The investigator met with
all classified staff as a group in Library-B.

In order to obtain further insight into the problems of cooperatiom,
interviews were confucted with various administrators outsidé the Library.
These included the T.C. Provost, the T.C. Coordinator on each campus, the
administrative officer on each campus to whom the Library reported, the
administrative officer responsible for the business and/or financial opera-
tions of that school, and the former T.C. Libraries Coordinator and his.
Assistant. : :

Each person (group) Jinterviewed was asked three questions in the
following order: .

(=]

1. What do you see as the major benefits to be gained from a single
cooperative processing (T.S.) center for all three Libraries?

2. What do you see as .the major obstacles to such an agreement?

3. How and in what other areas do you envision cooperative agreements ~
working between the Libraries in.question. ‘

A secondary purpose of this interview schedule wds to allow the P.I.
to answer, in as candid a fashion as possible, all questions concerning

8
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the proposed merger. The interview also served to encourage staff input.

This technique was found to be successful in that it elicited a broad range

of replies, although some negative reaction to the merger was encountered,

it was certainly in the minority with each staff cdopting a wait and see

attitude.- Most staff memberg elected to teserve -judgment until the data

was assembled and the tecommendations prepcred. “Indeed, each staff ceemed -
receptive to the idea of one center and, with a few exceptions, most felt AN
there could (in the sense of might) be sayings of money, staff, and time.

In support of this view, the reader is referred to the narrative replies

in Extibit 2 and to the interview section of the findings reported by this’
investigation _ .

The‘number of interviews (both in and out of the Library) held in
each School was as follows: Schogl A 24, School B 15, and School C 13.

Analysis of the Acquisition (On-Order) File: In order to determine.
the characteristics of those items on order in each Library and to discover
what level of overlap was likely to be encountered at any given moment
tetween the three on-order files, a systematic sampling study was conducted.
Information concerning the sample and how it was taken may be seen in
Table 12. Each sample was compared with the entire on-order file main-.
tained in each of the other two Libraries, All samples were drawn and
comparisons made during the week of April 22-28. The characteristics of
each file mey be seen in Table 11. All conclusions. are based upon the
assumption that the on-order file at the moment sampled was typical of the
file during the entire year and that no atypical conditions existed during
this study.

For the most part this was a straightforward sampling problem in which
sample sizes ranged from 7.69% to 8,94% of the file. See Table 12. In
addition to the amount of overlap existing between the on-order files, the
Lamples were also used to answer other questions regarding the quantity of
items on order which cont#ined an LC card number, were in English or a
foreign language, were published in/outside the U, .S., and were published .
within the last 6 years. Distribution of the dates of publication may be
seen in Table 13 where the numbers of publications bearing a given date
have been tabulated. Dates of publication listed here were the most recent
date for items having several dates or-the latest date issued for items .
which were copyrighted and then reissued at a later time,

In so far as possible no standing orders for serials vere included.
Standing orders for Library A were noted in the on-order file of Library B,
however, bit were not inciuded in the aample drawn from that file.

Rt

Since one of the.major questions to be answered by this investigation
regards the feasibility/possihility of being able to batch orders, i.e.
send in more than one order for the same book at the same time, it vas
important to determine the extent of any overlap betwee: the three on-ord2r
files, The assumption being that where overlap existed it' would be pos-
sible to order two or more copies at thec same time and thereby accrue a »
processing advantdge. Such overlap would also" serve to indicate the
presence of common purchases and/or the existance of common Interests.

\)‘ ] . . . b i . - / L‘)- . o
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In order to obtain some quantitative measure of overlap and its -’
likelihood of occurrance confidence intervals (95%) were drawn around each

overlap ratio for a comparison between the two files using the following

equation:

& *
Equation 1

A

in which P = the best estimate we have of the overlap ratio
- i
n = sample size
N = population size - J—

l,'-

2 = 1,96 a constant ﬁﬁed for the 95% C.I.
. u/2 w o

‘Processing Diary_gtudx - Acquisitions and Catalogifg Departments:

In otder to discorer the amount of time revuired to process am item (rather

than the placing and receipt of the order itself) through the Acquisitions

and Cataloging Departments in each-of the Libraries examined, a diary study

was conducted, This was accomplished by means of a processing slip

(See Exhibit 4) which was added to each picce as it was unpacked by the -
Acquisitions -Department. The date (Julian) of unpacking was then written

on the slip as the day when the study began with the ¥hitials of the recorder,
Note that this technique is not intended to measure ‘vendor performance o:

the time taken to deliver a book to the Library, only the in-house proc-

“essing time. This diary slip accompanied the book all through the proc-

essing cycle with appropriate Julian dates added as the book left the
Acquisitions Department, as the book arrived in the Cataloging Department
(not always the same day or even the next day in some cases), and finally
as the book left the Catalaging Department for the public area. In each .
case the initfials of the recordes were alsd added to the.slip. This device
enabled the zuthor to calculate the number of days an item was kept in

each Department by subtracting day in from\;937out. +Whenever day in

equals day out, processing time was taken as one. \

Seven hundred diary slips were prepared and, distributed in Library A
and seven hundred in Library B. In each case six hundred were given to the
Acquisition Librarian with the request that he/she begin the study on day
121 (Library A) and on day 123 (Library B).

One hundred slips were planted by the P.I. in books along the shelves
of the Cataloging Departments in Libraries A and B. This was done in order
that the study would reflect not only the current processing load but what- .
ever problems might have been pug, aside for special handling or attention.
Unfortunately, a very high proportiom of these items have npt yet emerged
from the processing cycle (as of July 15, day 196), and it is assumed that °
they are still in cataloping awaiting handling. The number of returns may
be seen in Table 15, "Suumiary of Methods and Timetable for the Processing
Diary Study.”

. .

' * This equation vas suggested by Dr. Thomas Boardman of the C S U.
Statintica Department. . _ :a()

: ]
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No slips were distributed in Library C due to the absence of a
backlog in the Acquisition Department and because information on the time
required to process a book could be more easily developed from another
source.’ See dedication page in Exhibit 23c¢ where date of arrival is-written.
Data for Library C was acquired by subtracting this date (the date that item

-arrived in the Library) from the date on which that truck load was moved

into the piblic service area. This was assumed to be the amount of time
required by the Cataloging Department in Library C to process the book.

‘(See Table 15.)

All data acquired in the diary studies was manipulated by the computer
to show the mean processing time for acquisitions and cataloging, standard
deviation, standard error of the means, and a 95% C.IL.-around this mean
using the equations: ' :

Standard deviation g = nxx2 - (ZX)2 Equation 2
, . n(n - 1)
Standard error of the mean . i EquationIS
8 =8/ ’

X Voo )

and the 95Z C.I. around the mean . ’ Equation 4

Y.it de _-“
a/2 X

[ 4

 This still left a fairly high proportion of the planted slips not yet
accounted for (as of July 15). In order to discover a revised mean processing
time for the slips received after July 15 of the one hundred planted cata-
loging slips, Dr. Thomas Boardman of_ the C.S.U. Statistical Lab. suggested
g&g following equation based upon an’ exponantial distribution:

- r ¥ + (N - r) T L ~ v
4 . ! o . Equation 5
X ’ x '

.

.\\

.
s

Where x. = revlaed estimated mean valué (days)

r = number returned S

N = number sent ouc

T = total n&@her Af a;ys\each slip has been out, i.e. today's
_.date minus the date wﬁén\thé slips were planted

5;_-'calcu1ated mean time for alINQ?oka. '
- 21 N

X LN



Thus when “ Library A ., Library B
r = ‘ © '16 4]
N = | T o100 0 0 100
T = . 196-121 196-123
) - 16.8039 19.2104
Time 1; Cataloging.é_ - 410 days 127 days

X.

If this value is recalculated (August 1) on the basis of -samples which

have bgen*received after day 196 but before day 213, then we find that of

those slips planted in the Cataloging Department the total number which

-

Library A 16 + 17 new = 33 = rA'

4

ve now returned is:

Library B 41 + 50 new = 91 = ry S

and

T, = 243
L A ..
TB = 213

- 121 = 92
-

- 123 = 90 BN ..

" Using Equation 5 we now find that ‘the number of days required to .process a

book: through-C
Library A
Library B

Flow Pro-

ataloging is:
$ Q.

= 203 days

= 28 days

L

ess Charts for Acquisitions and Cataloging Departments: These

diagrams are i
documents thro
This technique
Charts were pr

ntended to show the movement of materials and/or processing
ugh the respective Departments in a series of sequential steps.

is based upon one suggested by Dougherty and Heinritz (30).
epared for each 'Library as follows:

I

Library A: o . ., -
1, Steps To Order A Book . | . -,
. . " .‘ ' : ' T r’
2. Handling of Gifts (Monographs)



U L )

B e

3. Processing Of Standing Orders (Serials)
4. Movement Of An Invoice For Boaks Received .
- ._“ 5. Processing Through Cataloging (Books)

6. Recataloging (Dewey to LC)

L]

.7, KWIRAT
'.Li?rarx B: o

1, Steps To Order A Book
2, Book Arrival Cycle
3. Handling Of Gifts

4, Checking In Of Documents

Library C:
1. Step; To Order A Book
2. Book Arrival Cycle
3. Processing Through_Catéloging

4. Order Cycle - Director's Office
StafﬁlnisperEiOn'Study?; This part of the survey‘whs undertaken to
determine how far Library staff members have been dispersed from those work
. areas or files they would normally be expected to use in the course of their
o  everyday activities. The purpose of such an analysis is to submit recom-
B | mendations on the best physical location for a cooperative processing
center. : - '

:

 ‘Staff work areas (desks) and files in both the Acquisitions and Cata-
‘loging Departments for each Library were examined as well as A rough approx-
imation made of the total available square footage for each function.
.Findings have been presented in Tables 17 ¢nd 18. . .
‘Calculations use the basic TMU or Time Measurement Umit- described by
Crossan-and Nance (26, p. 39) in which one TMU = ,00001 hour, .0006 minute,
or ,036 second, Time Measurement Units can also be thought of as
100,000 = ope hour, 1670 = 'l minute, and 28 =.1 second,

Maynard (27, p. 5-113) suggests a standard of 15 ™U's per utride for
the basic body motion of unobstructed walking. This is quite close to the
standard of three miles per hour walking speed as follows: '

. F B
.
. i o L S
. - " A - o * o .
- e A \ -
- - ~
Pl : . . ’ - . . a M
. . -~
- Bl
v - ree .
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- T ’; v .
— . \ —— SR i . o . \H“ '
-\ L - e L e
3 miles 15,840 ft. _ 264 ft. 4.4 fr. . B.2 fei.. _ 26,4 inch step B
“rehour " ™ 60 minutes 1 minute second- .5 second ° .5-second *
. er a 26.4 1nch stride every half second. ' T |
L .
L . .
. ‘ Maynatd's 15 TYU's per step gives , -

15 ™U ) {..036 seconds) _ .54 seconds/step ” _

: step o IMU '

a
-

* ' .. ' S (
or one step every half second. Multiplying .54 by the number of steps
shown in each cell of Table 17 gives the travel time- necessary to move .
between these two points.

- - : .
If we consider that an.8 hour day will have.60 x 60 x 8 = 28,800 secondsy
then Table 18 shows the percentage of' each day spent in a conservatiVe 8 o

. round or 16 one way trips made by respondents.

) Cost Analysis: The cost analysis tecnnidhés used i1 this study were ‘
perforce very elementary and unsophisticated. This was due both to the in-
complete data obtained and to the lack of consistent definitions for theae
data elements. .

DollanS‘were adapted’as the only measure of cost rather. than the more
traditfonal economic definition of cost as benefits foregone. Thus dollars, r
when taken in the context of this report, are used-as a comparative measure -
(yardstick) to calculate resource consumption against units handled/produced.

costs from operational costs, there a four basic cost centers which must be
* . considered in the construction of the costing algorithm. In this study these
. are: 1, the number of units produced . or handled by the Acquisition and
4 Cataloging Departments, 2. the hours (annual) of staff time required to
"+ produce these units, 3, the real do¢llars (annual salaries not including
deductions or fringe benefits) paid the staff in order to-obtain these hours,
and 4. whatever. overbead contributions the investigator feels should be .
. atfached to the operation-of that administrative-unit without doing violence
eitlier to the cost algorithm or-to the derived unit costs. Overhead thus
becomes a matter of one's philosophy of costing and can be as inclusive or
as-exclusive as one chooges to make them. All of this must be considered
within a commcn ‘time frame determined before the data are acquired and subject
- to consistent definitions. The result is a cost per unit produced. See -
‘ Table 22, ' - ‘ N

In any comparative.st:_udy where t%investigator wishes to derive unit

Under the circumstances dictated by this study, the investfgator has
chosen to consider as ‘overhead all of the fringe benefits currently available
to the staff whether they elect to take them or not. See Policies and -
Procedures Chart. - This includes such things as payments by thé Schoel toward °
social security, all categories of leave, travel allowance, tuition waiver,
all types of insurance, all retirement benefits, moving-costs, etc. For a
list of these see Folicies and Ptocedures Chart 2, _ , ,

E ™
wits
P

* Strides measured for those people in Libraries A, B, and C used to‘gathex
 this information were: 23", 26", 36", 25".
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The rationale behind this strategy is that staffing patterns are
established and budgets prepared (with costs subsequently incurréd) as if
these fringe benefits were taken. Fringe benefits used in this’ study were
‘quantified as an aggregate percentage of staff budget (salaries for" that
Dept.) in each Library. These were quantified at 16% for Library-A, 17%
for Library B, and 18% for Library C. In addition to the fringe benefits
allowed each staff member, 4% of the Departmental salary budget was applied
to cover administrative staff (those outside the Dept. such as the Difector,
his secretary, etc.) costs, and 6% of each Departmental salary budget will
be added to include those operational costs (overhead) incurred by the entire
Library such as heat, lights, phone, lawn care, snow removal, equipment
replacement, building mdintenance, etc., See Talle 22,

4]



' FINDINGS

General: -
1. ‘The Libraries reviewed in this investigation are not yet ready
to merge their Technic:l Services Departments into one central cooperative
processing center. ) : :

A further word of explanation and supporting documentation follows.

. The attention of the reader is directed specifically toward the information
* {n the Policies and Procedures Charts which accompany this report. Chart 8
is a summary i-idex. The attention of the reader 1s also invited to the

Recommendations portion of this report. : -

) 2. Items in one Library are not always available to any user from
the other two Schools. For example, curriculum materials in Library C may
not be circulated to students from School B. In additionm, periodicals do
not circulate to all students or faculty within the system. See Chart 4
Items 5 and 6, and Recommendation 10.

_ . 3., One Library (B) has elected to catalog U.S. Government Documents
_,f’/ " using LC proof slips and/or originaf cataloging. Documents are l}sted in
) the card catalog using corporate entries. .The filing rules governing the
-~ arrangement of such entries are quite complex with the result that the
patron has great difficulty finding such material. For examples of this
complexity see Exhibit 7, "Catalog Cards Illustrating: Filing Order Used for
Corporate Entries of U.S. Governmert Documents In Library B." Additional
examples of U.S. Government Documents and how they are treated in this’
Library may be seen in Exhibit 8, "How U.S. Governments are Catalogued."

For recommendations on this problem see, "Recommendatiops - Library B .

- "4+ Non-print materials are not always handled in the same or even
_similar ways by each of the three Libraries. - Indeced, there is-a variety of
‘guides/codes now in use for the handling of such material by the thLree
Libraries studied. For example, Library A uses references 9, 12, and 13
as guides for the handling of their non-print materials; Library B uses 9
and” 14; while Library C uses 9, 12, and 14 in organizing and preparing for
use their non-print materials, '

It is interesting to note that this follows a-national trend pointed
out by Chan iun her grticle on the "Year's Work in Cataloging and Classifi~-
cation...." She states that, "...the area most in need of standardization
is cataloging of nonbook materials...” (29, p. 109). See Recommendations -~
Cataloging 9. -

_ 5. Spine labels are -prepared for books (monographs and bourid' period-

) icals) in a variety of ways and placed on the spines using in-house codes
r which differ from Library_to Library. ' Although there is some uniformity
here, it is quite limited and more will be required before a uniform product
can be obtained.  See Exhibits 2la, 21b, and 2lc. v '

-3
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6. There are a number of differences in cataloging practice which
have resulted over the years in a variety of cards for the Same book, See
Exhibits 12 and 13, :

7. Ready-made catalog cards for large sets of retrospective holdings
are not alway; sharéd with the other two Libraries. This is not a good.
practice and should be discouraged. See Exhibit 22, w

“8. Differences in accounting and State fiscal policies pose very
serious’obstacles to any merging of Technical Services. Indeed, this author
sees no way to reconcile these differences short of iegislation. Examples
of such restrictions may be seen in"Items 283 29, and 34 in Chadg 3, Item
11 4n qﬂarc 5, and Item 12 in Chart 7, . See Recommendation 9 ‘.

9. Each Library could gain much from a concerted work gimplification
effort and systems analysis. See the Processing Charts and the Policy and
Procedures, Charts which follow. , o

. . .

Summary of Procedural/Operational Differencecs and Similarities Bv
Department: Imtroduction. There were numerous threads of commonality- as
well as disparity which ran through the study. These will be presSented with-

.+ - out narrative in a series of Policy and Procedure Charte., Essentially this
is an inventory of thosa factors which could have an impact upon the - ot
proposed merger. These are as follows .for each area invgstigated. v

\ . .
. Chart 1. Policies and Protedores:.General .University
» ' . v
Chart 2. Policies and Procedures: General Library - Staff
. ——

-

Chart 3. Policies and Procedures: General Library - Operation
Chart 4. Policies and Proced:res: YCirculation

Chart 5. Polieies‘and Procedures: Acquisition

)

Chart 6.. Policies and Procedures: Cataloging
Chart 7. Policies and Procedures: Periodicals, Serials, and Binding

] Chart 8. Summary Index to the Legal/Operational/Mechanical Factors
< S Which Operate to Inhibit/Encourage A Merger

Whenever possible precise data was gathered for this portion of the. investiga-
B tion., This was not always possihle, however, because of the many qualifying

. o " factors (note expecially the section on Fringe Benefits), or because of
conditions which may have changed during the study. What .is presented here

it incended to give the reader a flavor of those differences which now exiat
ard which must be reconciled in the event of a merger. :

any > e 0.. There were decided differences. in fax (1ncome) levels /between
SES. ' ngesota and Norgh Dakota, This was especially ncticable in the $5,000 to
00 bracket. , For example, a “staff member earning $6,000 a year in North °

Dakota would pay $160 tax uhzﬁakthe same staff member in Minnesota would pay
$375. Please remember that ¢ figures were taken from Table 21 and

. Tepresent approximations which have not taken into consideration deductions,
exclusions, etc. for each State. - / N !

JERIC 7 0 e e . & ”
A ruText provided by Eric . . - . 15 v ;"!’. ‘/
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‘Chart 8.

!

™

-

-

SUMMARY INDEX TO THE LEGAL/OPERATIONAL/MECHANICAL FACTORS B
WHICH OPERATE TO INHIBIT/ENCOURAGE A MERGER

a

A

P

Will Encourage " Will Imhibie® ' T -
Chart Item Charty — Item"
1 3,5 1 2,3,4,7
2 - 2 3, 5,6, 8
3 - 16, 25, 26 ‘3 2, 15, 17, 18, 19, 20,
: e 21, 22, 27, 28, 29,
- 30, 32, 33, 34
A 2, 3, 9 4 1, 2, 4, 5, 6, 7
5 7 - 5 . 2, 4, 5, 8, 9, 10, 11 .
6 6, 20, 23, 24 6 5, 7, 9, 10, 13, 14,
‘ 15, 16, 17, 18, 19,
21, 22, 25, 26, 27,
28, 29, 33, 34, 36, 38
7 2, 7 7 5, 6, 8, 9, 11, 12,
ﬂ 13, 14 ,
* Numbers Refer to Charts 1 - 7.
|
4
k"z -
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‘Acqujsition (On-Order) File Analy. ¥s: The on-order file in each
Library proved to be an excellent source “of information about that Library
and its activities. This file also provided a number of interesting insights
into the general operation/philosophy of the Libraries surveyed during this*
project as well as the characteristics of the items each ordered.. For
example, ™t is apparent from the data gathered that a high percentage of
the material ordered by each Library will be in English and will be of a
current nature (either published or reissued in the jast six years). . See
Table 11. In addition, many orders contained the LC card number Whlch can

" be useful both in ordering cards and in accessing bibliographic files such
.as Cardsét or OCLC.* Library C does not regularly include the LC card in-

formation on its order slips but some (12%) of its order cards did contain

this information, Additional characteristics such as the ratio of current -
to retrospective orders, ratio of U.S. to foreign publications, and the gznber#
s

of items in French, German, or Spanish from eaéH on-order file are also
played in Table 1l. = e . _ P

4

-
’

A fairly-high percentage of all items on ordet- wére published/issued
in 1973/74. For each Library these were as follows: Library A 57.5%,
Library B 45.3%, and Library C 27.2%. Interestingly enough this appeared
to be directly related to Library size. The distribution of items on~order
(sample) by their dates of publication may be seen in Table 13. Publication
dates for items on order have also been plotted in the histogram for Figure 1.
In all cases the curve dropped away sharply until 1968 then leveled out to °
a long sloping curve. Clearly nost¥hf the items required by these three
Libraries will be published/issued in the last six years. There wds little
interest in obtaining items published” before 1900 among’ the three Libraries.
The percentages of items in each file which were published or reissued in.
the ; revious six years (1969 to date) were as foéllows: - Library A 84%,
Library B 81%, and lLibrary -C 67%. The percentages of items in each file
which were in Englich were also high as. follows. Library A 95%, Library B
97%, and Library C 92%. .

Based upon tﬂé above facts (high number of current English languaée
ordars), the author fcels that all of the Libraries surveyed can reasonably.
expect to score a large number of hits when comparing their current on-order
files against the existing MARC tapes’ (monographs) data base. The author
also feels (this is an intuitive judgment and without the necessary support-
ing cost data as of this writing) that the ratio of hits or succéssful
matches will be sufficiently high to justify exploring use of the MARC data
base (through OCLC) as a source for the initial verification of biblio-
graphic copy on a purchasc request ds well as for the production of
bibliographic copy on catalog cards. See the recommendations section ot
this survey for additional discuusio1 on this point, -

In order to discover what’ l*kelihood exists for batching orders, i.e.
of being able to send off two or moxe orders ior the same book at the same

time, the three on-order files were jexamined to. determine their overdlap by

comparing a sample drawn from each.fiie with' the entire contents of the
other twb. A more detailed explanation of the procedure and the cplculation
of.a C,I. (95%) is g’Gen in the section of this report devoted to methodology.



. o \ h
3}
Very little evidence of commonality was found between the three filest'
See Table 14. Indeed, when the sample drawn from Library A was comparad - 4
with the entire on—order file of Library B only seven items were found in
common. The confidence interval constructed around the best estimate
(7/157) of overlap tells us that 95Z% of the time the probability of overlap
occurring betyeer. A and B will be between .0l and ,G3. 1In effect this. :
means that most ¢f the time (95%), the chances of overlap being present
1 - are between 1% and 8%. Very seldom (5% of the time) will the chances of
overlap be greater than 8Z-or 1 in 12, Or put another way, less than 5 -
out of 100 times will there be more than 8 of the same books in both -~ ™
Libraries when A is compared with B. \ ' :

-

-

s When Library A was compared witi Library C, the investightor found the
same lack of duplication. Most (95%) of the time the probability of over-
lap occurring was very slight ranging betweer less tham 1% (actually ,002)
and 5Z., Very seldom will the chances of overlap exceed 52 (4.9%). Thus
we may say that the chance of overlap occurring between A and C are 1 in

* '_‘-- - 20, Or put another way less than 6 out of 100 times (5% or less of the
time) will there be more than-5 books in the on-order file of Library A

. which ars dlso in Library C. . . -

These same operations were performed for each-Library and as the
A'_reader can see from Table 14 the chances that overlap will occur are very’
81lim ranging from 1 in 12 to 1 4n 20, There is very little overlap to be,k
- expected fin the present makeup of these files and one may expect.very few
books to  be on order at the same time by any twc of the tnree Libraries.
There is no advantage to be gained therefore, from multiple orders for the,
' same book. . o

L This poses a major obstaecle to the attaining of "...such benefits as
!~ large discounts and inexpensive cataloging...," referred to by Hammer and
i “  Sokolski (22, p. 125) in their dQSCriDtion of the Massachusetts Central
; Library Processing Service. As’ these authors. point ouf, "the greatest .
o economies are achieved by a vo umé operation. 1f an average of at least
seven ‘copies of a book ordered ‘at the same time can bg maintained, good
» discounts will be had and volume cataloging can be produced. If a system
gets away from the coordinated acquisitions concept, the. benef{ts of a
. volume operation are lost and costs rise rapidly..." (22, p. 125). Under
present conditions TCL cannot hope to attain such a goal and must, there-
fore, be prepared to forego its advantages. - :
In conclusion, it might ‘be well po point out a few of the more signifi- .
cant characteristics of each on-order file noted in the course of this Cm
;\ investigation. The on-order file at Library B also contains desiderata... b
‘ (not yet on order) of its own and standing orders from Library A. Im addi— o
ti n, Library B places the annotated selection cards from Choice into its
- f1 2 as order cards and adds such additional informatioh as the DrO #,
~ fund f#, cC, IP, 00, and the name of the individual authorizing that purchase
~ ©to each card. There were 32 (24% of the sample) such Choice cards drawn
’ with the sample from Library b indicating a high incidence of such use.
The on-order file in Library A contained a high percentage of orders
handled through a'vendor. In the sample 627% were placed with R. Abel,

e
et ool |
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24% with Baker & Taylor, 5% were placed wi&h European Bookseller, and 9%

were placed diractly with the publisher. This preference was not detected

to this degree in the remaining two schoolé whe e g vendor (middleman) name

was nct ususlly displayed cn the order slip. See Policy and Procedures

Chart 2: A‘JUlSitlons for a summary of the three Libraries in this respect.

Ordering through a vendor represents: a management philosophy (or bureaucratie

‘constraint depending upon ones puint of view) which will have to be reconciled
. should the Libraries wish to merge their T.S. processing in one center.

Questionnaires and Interviews: Although questionnaires and interviecws
are discussed separately in the methodological portion of this study, the
findings developed as a result of the use of these two survey instruments
wvill be discussed together in this section. - \\

There was little overt opposition (in terms »f the number of people
“opposed, not the strength of their feelings) to the proposed unification
which surfaced in either the interviews or in the questionnaires. See
Table 2. What opposition did exist, however, was both strong and quite
vocal. Moreover, opposition was strongest at the clerical and paraprofes-
sional levels in Library A ard non-existent at the clerical or professional
levels in Libraries B and C as reflected in both interviews and question-
naires. Note too, that there was some student opposition to the merger
seen in the replies te the questionnaire:. See Tab': 5.

Nevertheless, respondents were gene.ally receptive toward the idea of
a proposed merger and, with some notable exceptions, the general attitude
exhibited in boih questionnaires and interviews was that of a willingness /
to be convinced - a wait and see attitude without any preconceived feelings
either for or against the merger. This attitude was borne out in the high
incidcnce of "no opinion," replies to Questicn 1. See Table 2. This is not
to say that the.: were no reservations or that serious opp031tion to the
proposed merge,, does not exist - it does - but rather that general staff

- opinion at all levels is best described as either positive or willing to
look at the facts. Only in & minority of cases was there any active hos-
rilﬁty to the proposed merger. :

- This is not meant to imply that repiies to Question 1, "I am in favor
of one Technical Services ﬁepartment for ail three Schools," were all
favorably disposed toward the proposed merger. Indeed, several respondents
inserted such quallfying phrases as, 'with reservations," and "perhaps, but
not 100 percent,' with their answers to this question,

When all renlies were arranged by the status of the reSpondent, there
were no negative replies to Question 1 from librarians in any of the three
Libraries. See Table 5. Many did respond, however, with a qualified yes,
as noted above, and several raised valid qustions about the proposed merger.
Nor were £ny negative replies received to Qu>stion 1 from.clericals
Library B or C and frum paraprofcssionals or "other" individualscéy/}
Library C. Negative replies to Question I centered at the cleticdl, student,
2nd paraprofessional levels in Library A, See Table 5.

|

| - .

% Many respondents preferred "no opinion' .as their answer to Question 1,
ﬁ In two of the three Libraries this answer was more common than the negative
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" were highest ambng those who had been employed between one and three years

replies. Such’'a response further supports what the investigator also

found during the interviews - a general feeling of "wait and see."”
Respondents seemed generally willing to be convinced and, with two or three
strong exceptions, favorably disposed toward such a merger and willing to
give the idea a try.

Much of the opposition to the proposed merger came from staff in
Library A and appeared to center at the clerical level. See Tables 2 and 5.
25.8% of those replying from Library A, 17%Z from Library B, and 8.8% from -
Library C indicated that they were not in favor of such a merger. WHat is :
of more significance here is the high percentage of non-committed staff in
each Library who, as pointed out earlier, answered ''mo opinion" to this
question. It is this group whose attitude will make or break such a proposal
and their existence serves to emphasize the need to keep all) staff fully ;
informed and supportive in the event that management elects to pursue all
or part of the merger and/or propecsed recommendations.

It is possible to further analyze this opposition in terms of the :
groups where it appears. It iz important that no librarians in any of the
. Schools voted "no" to Question 1, although several expressed reservations.
Opposition centered in Library A at the student, clerical, and paraprofes-
sional levels. Of the staff in this Library who voted against the merger,
35% were students, 35% were clericals, 23% were paraprofessionals, and 5.9%
were classed as “WOther." In Library B of those not in favor of the merger
77% were students, 11% were paraprofessionals, and 11% were "other." In
Library C of those voting against th .nerger all were students.

. 1 :
The replies of the respondents to the proposed merger as a function of
their employment status (full or r-rt time) may be seen in Table 3. In
Library A positive and negative reactions to the merger were almost cvenly
balanced begween full and part time employees. In Libraries 8 and C
negative reaction was highest among part time employees. It should also \
be pointed out, 'however, that considerable acceptante of the proposed
merger existed among part time employees.
\ RN
The repltes of tht respondtnts to Question 1 as a function of the. length
of their empldyment may be seen in Table 4. Negative replies to Question 1

in Libraries A‘pnd C. Length of employment seemed to have 1itt1e\impact \
uporni the respondents or thedr answers to this question. . \

i -

A word or two 1is in order about the replies to ‘Questions 5, 6, and 7. j
These questions ‘asked the respondent to write out his/her reaction to ‘the !
three questions: N ;

5. What do'you see as the major benefits to be gained'from one ,
Cooperative Processing Center for all'three Libraries? . L
- ;\\

6. What do you see as the ma jor obstacles to one Cooperative Processing

Center? |
7. How and in what other areas do you envision cooperative agreements /
working within the three Libraries in question? //



=t

The replies were interesting and provided some insight into the varied
reactions elicited by the proposed merger. Many assumed a priori that _
cooperative processing will always save time and money,. for example. An x 3
assumption that is as yet unproved in Americal librarianship. Some stressed -
the increased efficiency, an assumption also-unproven in any rigorous

fashion. OQthers felt that it would shorten processing time, make for more
efficient use of staff, and increase the specializations of staff/material
acquired. Many felt that computer processing would become more feasible

with a higher volume operation, and some reported that they felt no
advantages would accrue from the proposed merger. An extract of these
replies has been appended to this repdrt as Exhibit 2, "A Digest of the
Narrative Replies Written In Response to Questions 5, 6, ind 7."

A final wo;d is in order regarding the demographic characteristics
of the personnel in each Library as evidenced by their replies to the
questionnaires.

The populations surveyed were fairly consistent in their employment
characteristics. When the status of the respondent in each Library was
cross tabulated against length of service, the results were as follows:
in Library A the professionals were almost evenly divided among the length
of service categories with the smallest number on the staff between one and
three years while several reported being on the staff more than five years;
paraprofessionals were envely divided with no respondents on the staff less
than one year; students with less than one year's service were in che
majorir, at Library A, while among clericals the majority had been on the
staff between one and three years. See Table 6a,

In Library B professionals with more than five years experience on the
staff were in the majority; among paraprofessionals most had been on the
gtaff between four and five years; among clericals the majority had between
one and threce years of service in that lerary; vhile students were equally
divided betwcen those with less than one year and those with one to three
years service. See Table 6b. .

In Librarv C the professionals were evenly distributed between those
reporting less than one yecar of service and those~with more than five years,
while one librarian reported between four and five vcars of service; one
paraprofessional reported less than ome year of serviee; two ‘clericals
reported between one and three years of service; and fourteen students
reported that they had worked in Library C between one and. three years.

Sec Table 6c.

Overlap in Serial/Periodical Holdinps: The Tri-College University
Libraries Union List of Serials was considered to be a fair cross section
of Library hoidings (titles and subject areas of interest) for the three.
Schools surveyed and as such was.used as an indicator to provide some in~-
gight into the amount of anticipated overlap between the total holdings of

‘the three Libraries. See Table 16.

There were 7,453 active titles in this file as of April, 1974, Of this
number 5.7% were jointly owned by Libraries A and B, 3. 1% were jointly owned
by Libraries A and C, and 2.7% were jointly owned by Libraries B and C., The

Yy
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remaining titles 88.5% are owned by a single Library. Thus we find that
overlap between any two of the three Libraries, when measured as .part of the
total serial holdings is quite small, but when measured as a comparison of

one Library with another tends to be somewhat stronger. For example, 10% of
the titles owned by Library A are also owned by Library B, but only 6% of

the titles owaed by A are owned by C. Of the titlss cvmed by B 23% are

-also owned by A and 11% owned by C, Of the titles owned by C, 16% are also
owned by B, The highest percentage of overlap was found to be between
Libraries B and A while the lowest is between Libraries A and C. See Table 16,

In summary, this analysis simply bore out what was discovered earlier
in the study of the acquisition files. Overlap between the holdings of the
three Schools is not excessive. ‘

Diary Studies: Contrary to what the author had expected materials do
spend more than one or two days in the Acquisitions Departments. This
study found that items were spending slightly more than three days in each
Department (Library A 3.88 days and Library B 3.21 days). No comparable
data was acquired for ~‘brary C. This could be due to one or more factors:
weekends, which adde re days to the diary. study, or processing delays
within the Departme celf. The author feels that weekends with their
two intervening d¢ «re largely responsible for this delay.

Most items were being processed through the Cataloglng Department in
16.8 days in Library A and 19.21 days in Library B. Library C is processing
items through their Technical Services in 40.9 days. Note, however, that
the data for Library C was collected in a different fashion and when Library
C was compared with those recalculated times for Library A and B (to include
onlv those 100 planted slips) the average processing times increased to the
following: estimated mean processing time in Library A = 203 days, and
in Library B = 28 days.

Staff Dispersion Study for Fach Library: Staff in all Libraries spend
a part of their work day in traveling to and from the various files
necessary to their work. As expected this varied for a 16 trip (8 round
trip) day by Library and by Deoartment. Seec Table 18,

' The greatest amount of time was censumed in Library A by travel from
Rm 106D to the Serials Department, while the least amount was required by
each of the Head Catalogers in moving from their aesks to the Shelf List. .
If these times ave summed, Library B staff (Catalog & Acquisitions) are the
most widely dispersed from their tools ~ the card catalog and the shelf
1ist. If all travel points are considered, then Library A is the most
* dispersed. It should be pointed out, however, that no Library ranked best
in all distance comparisons although Library C is the most centrally
oriented in terms of staff moving to and from their work areas/files. Any
distances (travel time) are expensive, however, amd thought should be given
t- the reorganization of Departments such that travel time can be mini-
mized. For a discussion of how these figurcs were derived sce the’ section
in this report on Methodology: Staff Dispersion.



Flow Processine Charts: These charts are intended to show the movement-

of people/mg;erials through the Acquisition and Cataleging processing cycles.,

.. _From them one may easily see the following:

1. The extreme eomplexity of the bureaucratic constraints which affect
the MSC Acquisitions Department. See Flow 2rocess Chart B2,

2, The multiplicity of files and redundant work steps used in each

- Library.

3. Special steps such as Kw.KAT and Department Libraries which require
special handling. ' -

4, Similarities and Differences In Processing.

&
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10.

'lll
12,

13,

14, .

15.
16.
l7l

18.

19,

FLOW PROCESS CHART Al: STEPS TO ORDER A BOOK

Request Arrives In Acquisitions Department. Place Current Date On
Request. . ’

File In Purchase Request File By Main Entry.

Batch Requests to Verify (Establich) Entry.

Check Card Catalog Under Main Entry to See If Library Has Or Is On-Order

(On-Order Filed In CC Under Main Entry).
Add Price, Publisher, Date, etc. to Order.

Search Title Index of Cardset. Write Frame and LC C;rd # On Request
Form,

Verify Bibliographic Information From Cardcet.

Place Request In the tco Be Typed Filé Arranged By Title.
Type Multiple Order Form. . s

Split M,0.F. and File as Follcws:

a, One Copy In Card Cataloge.

b. One Copy In Encumbered ¥ile Under Department,

c. Rest ¥n On-Order File Under Title.

d. White (Top) Original Mailed to Vendor. (Released every two weeks
to vendor). '

ok Arrives and Is Unpacked.
Match Book With On-Order File Records.
Note Date Book Arrives Cn M.O.F.
Remove Record From Department Encumbered File.
Add Price & Today's Date From Invoice.
Refile (Pink Slip) In ?aid File By Departments.
Check Items Off On Invoice.

Place Book On Truck With M,0.F. Inside After Using M.O.F. to Stamp
"Recvd" on Temporary Card In Catalog.

Truck Goes to Cataloging.

. 60



FLOW PROCESS CHART A2: STEPS REQUIRED IN THE HANDLING OF GIFTS (MONOGRAPHS)

10,

“Unpack and Send Gift to the Bibliographic Search Depaftment.

Gift Is Evaluated ﬁy A Librarian to Decide Whether to Keep or Not.
Discard Unless Decision Is Made to Keep. i

If the Latter, Compare With Holdings In Card Catalog.

Discard If In Card Cacalog Otherwise

Make Out A Book Request Slip And File. ' -
Search Cardset For Bibliographic Copy.

*
1f Copy Is Found Make Cards and Type M.0.F. for Gifts Tfle. Put

. Temporary Card In CC,

If Copy Is Not Found In Cardset, Type M.O.F. and File In -CC and In
Gifts File,

Send Book With or Without Cards to Catalog Department.,

* M,0.F, = Multiple Ordetr Form
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FLOW PROCESS CHART A3:
STEPS REQUIRED TO PROCESS STANDING ORDER RECEIPTS (SERIALS)

Unpack Shipment and Place By Acquisition Kardex (Rm 100).

Eloise Checks Item InLBy Writing On File the Date, Number, Author/Title,
Invoice Number and- Amount Paid.

Writes Call Number On Slip.and Places In Item-If Part of Series. Send
to Cataloging.

*

For Items Requiring Cards Run Through C&rdset and Follow Pattern For
Flow Process Chart A2,

Type An M.0.F. for Item & Add Price. File Pink In Pd. File (Continuations).
File Second Pink In Card Catalog. '

Add Date Received to M,0.F. & Send to Cat. Dept.

50 - :
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10.
11.
12,
13.
14.
15.
16.

17.

18.

19.

o

FLOW PROCESS CHART A4:
MOVEMENT OF AN INVOICE FOR BOOKS RECEIVED

Open Box of Books and Remove Invoice.
Compare Books With Invoice & Pink M,0.F. File.

Remove Pink Dept. File Copy From "Encumbered" Departmental File
(Arranged By Name of Dept. & Main Entry).

Refile Correct Pinks In "Paid Departmental File" In Front of Blue Flag
(Flag Used to Indicate This Months Purchases).

0.K. Invoice - Initial & Date.
Arrange Alphabetically By Vendor, Inspected & Sent to Mrs., H. Johnson.
Invoice Goes Into Basket On Bookkeepers Desk.

Write Vendor Number On Invoice (H. Johnson) From Book of Vendor Account -
Numbers (See Exhibit 25).

Add Fund Number to Invoice. 4 Digit Line Item In Budget.
Add Dept. Number (3 pigit) to Invoice.

Add Expense Classification Number (3 Digits) To Invoice From Campus
Charter of Accounts. g .

If An Invoice Has More Than One Fund Number, Make Duplicate Copy of
Tnvoice to Pay. Can Use Only One Trust Fund Number & One Appropriations
Number. :

Type Purchase Order (R.F.P.) For Business Office to Authorize Payment.

Can Use More Than One Invoice With One P.0O. But Must Be Same Vendor.
»

Keep Green Copy cf P,0. & Original Invoice In Library By Vendor For
Each Year.

Purchasing Office Receives All Purchase Orders & Assigns A P.0. Number

_ (5 Digit). Returns Yellow Copy of P.0. To Library. '

Once A Month Accounting Office Sends A Tramsaction Register to Library

‘Showing All Acfivity In An Account During That Month.

When Register Comes Remove Invoice and Yellow and Green P,0. From
Encumbered File. Mark Red X In Upper Left Hand Corner. Check Off
Transacfion Register. Place 3 Piecces of Paper (P.0., Yellow, P.0. Green,
Original Invoice) Into Cleared File. '

B,K. Checks T Register.

B.K. Prepares Fund Summary Report For Director, Dept. Head, Mrs. J., &
F.S. Plots On Graph to Show Amount Expended. '
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13,
14,
15.
16,
17,
18,

;:9.

20,

Compare Cards With Title Page and M.O.F,

" FLOW PROCESS CHART A5: PrOCESSING THROUGH CATALOGING (BCOKS)

Begin From Chart A1"Step 19; Book Truck Arrives In Cataloging.
Remove All Odds From Trick

Truck Sent to Machine Room Where All BobksmAfe Searched For Cards

(Cardset).. ¢

Books Not On Cardset Are Returned To Catalog. Dept. For KWIKAT Proc-.
essing .See-Flow Process Chart 7, Steps 4ff.

Write Down Cariridge & Grame Number On M.O.F.
A
Arrange By Cartridpe Number the Books On Truck and the Film. Cartridges.

Place Cartridge In MicrOprinter & Make Cards.

‘Fold Cards & Place Them In Bcok (6 up). Make Extra Sets As Needed.

Return Book To Truck (M.O0.F. Still With Book).
Return Truck to Cat. Dept.

Park At Cataloger's Desk. '

Pencil Call # Behinc Title (Verso) Page In Book.
Return Cards to Book & Make Statistics Count. .
Return Book to Truck.

Check Flyer form For Special Conditions.

Push Truck to Typist.

Accession Rook.

Py

Typé Additional Cards For Added Ent§>bs Not In the Six Supplied By
Cardset. c .

Arranges Cards By:

Shelf List Card

Main Entry Card ' ve o
Subject Heading Cards

Added Entries

Title

Series Card

Series Authority File

Union Catalog Card For Bismark

Include Departmental Cards As Necessary.

s2 6%
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FLOW PROCESS CHART A6: RECATALOGING (DEWEY TO LC)
1. Select Books From Dewey Shelves..
;o o 2, Place On Truck & Bring to Cat. Dept,
// ‘ 3. Remove Dewe} Shelf List Cards.
4.} Insert Temporary Shel? List Card In Its Place.

5. Remove Main Entry Card From CC and Leave Temﬁorary Main Entry Card In
Its Place. S

6. Remove All Entries From CC.
7. Decide Whether to Revise Cards In Hand ®ewey)
8. Search NUC,

9. Make Polaroid Or Xerox Of Entry Or

R S SO

* 10,

Order Cards From LC., Or

P—

11. Make Originals From LC Copy.

12, Write New-Call # On Back of Title Page.

13. Count Statistics.

14. Send Book & Copy to Typist.

15. Typist Makes Cards, Book Card, & Pocket.

16. Send All todSet In Typist Who Makes Spine Label.
17. Glue In Pockets, Mark Edges, Add Label. |

18. Revise Truck Lcad (Paraprofessional).

19, Check Fiyer For Special Conditions.

20. Check Typing. | ¢
21. Remove Departmental Or Ref. Books.

22, Push Truck to”Eievator Shelving Area.

23, Unloéd Books.

24, Return Truck fo Dcskn& Pick Up Cards & Departmehtal Cards,

25, Place Books On Shelves (For Branches) In Back of Room.

\;‘ 35
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Flow Process Chart A6: Recataloging (Dewey to LC)" Continued.
. .26, Put All Cards 1n Boxes For Filing.

27. Keep Pile of Cards On Reviser s Desk to Remind to Pull Dewey Temporary
‘ Shelf Slip,




18.

19.

. FL.OW PROCESS CHART A7: KWIKAT
Begin From Chart Al, Step :fb.‘ Bodﬂ Truck Arrives In Cét. bept.. .
Remove All Paper-Backs & Binde;y Materia%.
Make Bindery Slip.For In-House Binding. .
Place Books For ﬁeckman Bindery On Special Shelf. '
Check Each Book For LC Card Order’ #

Remove Books Which Have LC Card # and Put In Special Pile.
: # :
If Impring Is 1967—1970 Search Abel Drawer For Card. Remove & Give |}
to Cataloger. Return Those Not Found to KWIKAT- Txruck. ' -

Cut & Paste Blurt For Fiction. Place Other Jackets On Shelf.
Show Truck to Cataloger Who Removes Books Which Can ‘Bé Cataloged Easily.

Assign Accession Number and Place On Card P-cket, Title Page; and In
Accession Book. : '

1
pl

Emboss Title Page With Ownership. | o . ST
Make Spine Label (Do Not Use Set In)
Make Red Check On Spine For All Books Without Card Numbers. R

Measure 2.5" yp on Spine & Add Label. : S ” 4

‘"Verify M.0.F. With Title Page.

Type Book Card (Author, Title)" & Pocket From M.0.F. /, »
If Dept. Copy (Arch. or Pharm.) Remove One M,0.F. & SenJLWith Book to o
Dept. Library. Do Not Send KUIkAT Books to Chemistry. f - B
Revise Cardé, Pccket, Spine Label, M.O.F. /
Pull Books For Arch. & Pharm, & Reference or Pink Slip;(PeoPIe to. |
Notify) & Send to That Location. Reference Has A Speﬁia; Shelf In °
Dept. For. : . / ‘ g
Give %.0.F. To B.S. ._ | | -
. ve F.U o | - \b ; |
Order LC Cards and Note By Stampimg Date On M.Q.F.'/W h ; ///}/4(f{
File M.0.F. In KWIKAT File By Title. _ S C T -
Send Book to KWIKAT Shelf. : e
e
5 .
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9.
10.

11.
12,

13,
- 14,

15.

16.

L
/////L/>/17.
4 18.

22,

“+ FLOW- PROCESS CHART BI: STEPS TO ORDER A BOOK

2
Request Arrives In Acquisitions Dept.

L}

Code With Allqeation #. a
Place Current Date On_Reqﬁest._' o .

Reveiw By Acquisition Librarian Who Quegfions Originator As Necessary.

ka Y
.

Send to Paraprofessional Who |

- v

: ' . P - ~
Verifies If In Print & Establish Corraect Title.

Verifies Price, Publisher, Date, Author, LC #, & Main Entry. (Corporate
Author) . . , - ' -

Checks Against Card Cat. By Both Author and Title. Checks ‘All Titles

*Automdtically For Both Author and Title In CC., :
A 4

Checks Shelves For Those Found & Circulation F1Ie Or Sf"f List (To See

If Lost Dyring Recent Inventory).
Merk tﬂgfzccom@éhdaclpn Form If Avallable In lerary'With Call # and

' Returns to ﬁrlglnator.

For Those Ma;ked Lost " Show to Acq. L1brarlan. , _ .
% ,
Jf Not Algeady In Collection Check Against On—Order File.

Send to Typi;r Who Types M.0.F., Temp. Cat. Card Keypunch Card Temp.
Shielf Llst Card (Yellow LC Ofder Card Form). I ,

Tybist Clips Tobethqp For: Each Title: Temp. Cat. Card, Recommendation
Form, Keypunchers Fobm4 Temp., Shelf List Form, In This Order,

Return Clipped Forms to Acq. Librarian, Who | 'ﬁf

Decidis Whether to Purchasé At Omee Or To Hold And

'
-

Retiews To Determine If Dept. Has Funds And Determines Jobber. -

. File In Backlog File If Money Is Out. 7

Takes Forms Apart. ‘Places Temp, Cat.. Card In One Pile' Put K.Py Ca;d'
In One Pile. A , v

Temp.. Shelf List & Recommend Form Stay Together In One Pile.
Assigns Purchase Order Number.

Checks Vendor File To Get A Vendor Number Or Assigns One.



Flow Process Chart Bl: Con't

23. List On Scratch Sheet: Vendor Number, P.O. Number, and Special .
Instructions For Ordering.

24, Write Order & Vendor Number On Shelf List & Recommend Form Pile. Top
Form Cnly, '

25., Rubber Band Step 23 & 24.

26. Take K.P. Pile & Record Order & Vendor # On Top Forms. Add Instruction
Scratch Sheet For K.P. Operator Listing P.O, # & Date To Be Used On
Confirmlng Order (Send In Future).

27. Take Temp. Catalog Card Pile & Record P.0., # On Tor Card In Pile. Add
Scratch Sheet With P.O, # And Stamp "On rder Not Received" With Note
To File In Card Catalog. ' A

28, Write On (#20) Ab-ve & Stamp Order # On Each Item In pile. Then Place
Temp. Shelf List Card And Recommend Form In On-Order File Clipped
Together. Keep Work Slip To Show That All Returns From Computer Center.

29. Take Plle (#26) Stored In File Until Clerk Can Go To Computer Center &
Do the Actual Punching.

\
30, Do Keypunching Of Order & Updated Vendor File.

31. File Temporary Cards In Card Catﬁlog And Note Any Duplicates Which Have
Crept In.

32, Put Card In Computer Which Generates Preliminary Purchase Order (2 Parts),
Updates -Vendor File, Run A Trial Balance TWwice Weekly.

33. Special Reports Received Cemputer. Claim Letters. Run For Each Account.

34, Pick Up Order Forms (Prelim.). Balance Sheets. Cards Used To Punch
Input Data. R-~cord Of Vendor Updates. Error Record.

¢ &

‘35, Check Prelimi?arﬁ Orders For Accuracy & Keypuncking.

36, ReturﬁfErrors To Computer Center For Correction.

—— ——

37. Type Publishers Address On Vendor 5 Form. Gives the Seller tt.e Address
Where lle Can Order The Item Himself.

38. Delete From Preliminary Orders Any Items Found In Card Cat. Update
Accounting, .

39. Stamp Prder With Name of Head of Acq. Dept.

fgk,/g;rst Form. Send Origina]-fo wendor. Carbon Filed As Record of Purchase
By Order Number Assigned In Earlier Step. |
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Flow Process Chart Bl: Con't
/

41. Return Original To Head of Acq. For Mailing.

42. Send All Requests to Head Librarian For Review &‘Mailing.

Y ;
, ﬂ
/
i J
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. / j
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[
/
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j
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11.

12,
13,

14,

15.

16,

17.

18.
19,
20,

21,

22,

\\\ FLOW PROCESS CHART B2: BOOK ARRIVAL CYCLE

s

Unpack New Shipment.

»

Remove Temporary Shelf List & Yellow Requisition Form From On-Order
File & ?lace In Book.

Stamp Current Date In Accd Box On Recom. Form.

Compare Books & Invoice In Shipment.

Place Check Mark By Arrivals On InQoice.

Mérk Date of Receipt On Preliminary Purchase Order (Computer Form).
If All Items On the Invoice Arrived (InvoiceUComplete) and

All Items On Preliminary Purchase Order' Arrived.
Attach Steps 7 & 8 Together. |

Send Book On To Cataloging.

Use Information In Step 9 to Complete the Computer Load Sheet With
Price Chang:s, Cancellations, etc.

Verify & Note Cancels On Computer Load Sheet.
Send to Computer Center Twice Weekly For K.P,

Combine Up to 13 Invoice Numbers On One Confirming Purchase Order to
A Vendor (State of Minn. Purchase Order). Use Load Sheet For Computer,

Issue One Request For Payment For #14.
Computer Interval Requisition Form Generated. Computer Generated State

Purchase Or Confirming Purchase Order (Preprinted Purchase Order Form)

Generated. ‘.
2

Internal Req. Form Then Becomes Way For State To Encumber Funds and
With the State Purchase Order Form Re-urns to the Library. Genetated
In Computer Center.

Both Documents With An Updated Balance Sheet Return to the Library.
Compare With Load Sheet And If All Is O.K. Then

Confirm (State) Purchase Order Errors Corrected ﬁy‘Library.

Now Internal Req. Forms (Computef Printed), Preprinted State Purchase
Order Forms, and Third Stack Is Summary of What Is Being Paid For.

T

Check All Against Initial Invoice.
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Flow Process Chart B2: Con't

23.

24,

25.
26,

27,

28.

29.

30.

31,

32,

33.

34,

Check Address To Be Paid. .

Attach State Purchase Order Form (DPP ) To Five Part COmputer Form
(Showing Items Purchased).

Attach Internal Requisition Form.
Attach Initial Invoice.

Return 24, 25 26 to Acq. Office For Signature of Head Acq. Orders
Burst.

Record Invoice On Confirming Order Sheet. Add Credit Memo On Top.

Type Card Showing Vendor Name, Invoice Number, & Order Number With
Credit Number For Advance Payment. File Card In Paid Invoice File.
(Arranged Alphabetically By Vendor) and Numerically By Invoice Number
Or By Date of Invoice.

Confirming Order Sheets Are Filed With Preliminary Order For These
Items In Preliminary Order File.

Confixming Order Tab. Cards Fiied Uniil Gudget For That FY Ts Fxpended.

Take Pocket From #27 Burst Forms, Tile Dept. Purchase Order (Preprinted
Order Form) In Internal Req. Form Notebook By Preliminary Order Number.

Send To Business Office: Credit Memos, Internal Requisition Form, Pink
Copy of State Purchase Order Form (Preprinted), With Vendors Invoice
(Dated With Receipt).

State Makes Payment.

* DPO Dept. Purchase Order N

5
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FLOW PROCESS CHART B3: HANDLING OF GIFTS ‘"“\\\\

Unpack and Review To Eliminate Those Not Wanted. Place Unneeded

Gifts In Gift & Exchange Section.
Check Against Card Catalog.

Check Against Shelves To See If Holdings Are In Better Shape Than
Gifts.

Type Up Book Request Form 'MSC Recommendation"

Type Multiple Copy Order Form To Include: LC Card Order Form (Cat.

Dept. Uses As Tempo.-ary Shelf List), Keypunch Form (Discarded),
Temporary Catalog Card (On Order Not Received).

Date Form As To When Received. .
Burst Form and File Temp. Card In Catalog.
Clip Remainder Togehter & Send to Cataloging Dept.

Acknowledge.

(3
]
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11.

12,
13,
14.
.15,

16.

ot

FLOW PROCESS‘CHARTﬂB4: CHECKING IN OF U.S. DOCUMENTS

Package Arrives.

Open and Check Shipping List.(Selective Deposi§3. '
Type Claim Sheet For Those Not Received.

Write Call Number On Document From Shipping List. See Exhibit 9.
Stamp With MSC Property Stamp. ) >
Copy Item # (Shipping List) Below Stamp.

Type 3 % 5 slip fn Dup. For All Documénts Received.

File One In Shelf List (Documents Shelf List) By Sut't Docs. #.
File One In U.,S. Documents Temp Shelf List Arrangad By Title On Doc.
Type Documents List "U.S. Government Publications Received By the.
Library April 16-30, 1974." By Call #.  Send One to Depts. One to

Faculty Members., .

Every Two Weeks Match U.S. Docs. Temp. Shelf List (#9 Above) Against
Proof Slip File. ’

Remove Those From Proof Slip File.

Type Call # On Card,

Xerox Card,
Type the Tracings.

Give to Doc. Librarian to Verify,

n
- ' a . . %
» .



FLOW PROCESS CHART Cl: STEPS TO ORDER A BOOK.
Request Arrives In Order Department,
Student Searches Car& Cai., Small Catalog & On-Order File For Duplication.
Remove Items Already Have Or In-Process.

Check Remainder Against BIP (U.5.) Publishers' Catalogs to Find If Its
In Print & To Veryfy Entry. Do Not Check NUC. :

Return Cards To Acq. Librarian For Reviston. Add Price, Publisher, Fund °
Number, Series From Student Searcher. Acq. Librarian Batches By Jobber.

Cive Orders to T,pist & Prepare Furchase Order & Multiple Order Slips.

Purchase Order Divided By Clerical & Mailed As Per Instructions of Acq.
Librarian.

Place Order Slips (3 x 5) In On-Order File By Title.

3 IO
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FLOW PROCESS CHART C2: BOOK ARRIVAL CYCLE
1. Unpack New Shipment.
2. Remove Order Slips From On-Order Drawer (3 x 5)
¢ 3. Put In Book (Order Slip)

4, Write In Pencil On Front Page of Book After Title Page the Source of
Book, Date Rgceived, P.0. Number, and Fund Number.

'S. Page All Books Over $25.00, Mark h.p. On Those Not Paged.
o. Add In-Process Slip to Book. Mark If Needs Paging.
7. Write On Blue "Processing Slips" Dates When LC Cards Ordered. Note

If CIP Is Available & the Call # If Added On Series. Note If In Essay
& Gen. Lit., Irdex. ‘

8. Emboss Book With Property Stamp On Title Page and P. 91.
9. Write Actual Cost On Green Slip From Multiple Order Pack.
10. Leave Pink Slip In Book With Blue "Processing Slip."

11. Put White Multiple Order Slip On Acq. Desk & Stamp With "In Process
. Stamp." Punch liole In Bottom & File In "Small Catalog."

12. Returns Book Truck to Acquisitions Librarian Who Compares Pink Slip
' With the Book. ~ . u

13. Remove All Paper Bound Volumes.
14, Sensitize For Circulation. - o
15, Cérry in Those Which Need Paging

e : 16, Push Truck to Cataloging.
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FLOW PROCESS~CUARTS C3: PROCESSING THROUGH CATALOGING
1. Begin From Chart C2. Truck Arrives From Achisitioné.
- | 2., Books Sepafated By:
a. Additions & Replacements & Serials
b. Books Which llave Cards (Baker & Taylor)

¢. Books For Which LC Catds Were Ordgred At the Time the Book Was
‘ Ordered.

d. Books Which Need to Have LC Card Ordered
e. No LC Card Number In Book

. 3. .Remove And Plaée In A Pile All 2a Items Above.
a. Remove From Truck

b. Placed In A Pile

-

¢ Taken To Shelf List By Student Assistant

d. Match Book To Shelf List By Call Number On Processing Slip (Blue)
Call # Put llere By Acquisition Librarian.

I

e. Pull Shelf List Card
f. Remove Cards From Catalog . -

g. Returns Book Shelf List & Card Catalog Cards To Cataloging Assistant.

»

h. Catalog Assistant Adds Information To Cards & Writes Call #f In New
. Book

i. Book Sent To Cards & Pockets Typist

j. Types Cards & Eockefs

k. Send All To Paster With Its Pocket

)

1. Paster Glues In Pocket & Date Due Slip & Sends Book On To Labeler.

m. Labeler Types & Cuts Label & Puts Into Pocket Of Book.

-

n. Labeler Sends Book & Label To Recerve Desk to Have the Label Pur
\ On And Book Jacket Removed. Stamp Foredge. '

0. Place Book Label On the Spine of the Book at 1 3/4 Inches From the
Bottom oo &

p. Cut Out the Author Information and Tape Into Front of Book.

ERIC | o
| . : .65 4




Flow Process Charts C3: Con't

q. Stamp Edges. Make Sure Your Stamp Pad Is Properly Inked., Stamp
Firaly and Darkly.

r. All Book Jackets (Except Those for Prowsing) Should Be Left At the
End of the Books On the Top Shelf. .Tackets Should Be Left On
"Browsing" Books.

8. Sign the Processing Slip For Each Book You Did,

t. When the Above 5 Are Completed, Put This Book Truck Behind the
Reference Room Desk and Mark "Ready to Check."

u. Goes to Reference Librarian to Check Call Number & Label, Spine,
Pocket, & Number In Pencil On Back of Title Page

v. Book Truck Comes Back To Ironing Station (Student Assistant)
v. Set Aside For Director To Look Over. |
" x., Held In Corner Of Cat. Dept. Until Friday.
y. Send To wew Book Display Area. "
4, Remove And Place In A Pii@ All 2b Items Above.
a. Send To Catalog Assistant.
b. hakes Sbelf List Ca?d.
c. .Checks To llake Certain Cards & Book Match

>

d. Puts Order Purchase Number On Shelf List Card & On Back Of Main Entry
Card, ,

e. .Sent To Cataloger (Head). e
f£. H.C. Checks Class. Number Agains: Shelf List.
g. Tlaces Temp. Shelf List Card In Shelf List.
h., H.C. Checks Subjeét Headings In LC List of S. Headings.

T, i. Add To Book the Subject Heading Used. e
J. Check Series aninst Series Authority File (H.C.)
k. Add Recessary Series Tracing.
1. Add Title Tracing .

m: Check For Name Cross Reference In Name Authority File.

n. Writes (H.C.) Call Number On Back Of Title Page.

ERC = 6 7O



Flow Process Chart C3: Con't

O.

| p.

Marks'She;f List With Green Mark Then Order Mumber On Shelf List,

Book With Cards § Pockets Goes To Cards & Pockets Typist
|

Continue As In Step jt Above.

.Remove And Place In Pile All 2c Items Above.

Checked Against LC Card File Of Cards Which Have Arrived. Order
Slip Has Date Cards Were Ordered.

qafds Removed & Put With Book.

Cat., Ass't Compareé Book & CarAS.

Write Corrections On A Slip.

Write Call # From Card On LC Order Lip.
Give Book & Cards To H.C.

Check For Accuracy, Series, Subjecct Heads, Add Series, & Title If
Needed.

Stamp Current Date On LC Card Order Slip.
- I 3
Place LC Card Order Slip In Shelf List. C

Send Bock & Cards To 'Typist.

_Typist Makes Shelf List Card & Types Card & Pockets.

Return To H.C. For Checking & Remove Shelf List.
Cards Go To Typist For A.E.

Books Go To Paster & Follows Step 3 Above.

Remove And Place In Pile For Student Assistant All Books In 2d Above.

a.

b.

€.

Types LC Order Slip Using'LC'Card # From Verso Of Title Page.

Stamps Today's Date.On Processing Slip & In Book On Verso Of Title

Page & On Order Slip. .

Place Slips In "1 Slips To Be Mailed Drawer." When Thirty Accumulate
Mail To LC. .

Put Books On-.Back Wall By Title.

Hold Until LC Capds Come

Proceed As In 5b Above. ' . -

| 7. .
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" Flow Process Chart C3: Con't

7. Remove And Place In Pile All 2e Items Above.

| a; Give Book To S:udent Assistant To Search Frr Cerd Number. Find Humber
\ And Write Card # In Book And Proceed As in 6, o

. b, Finds Bibliog. Copy But No Number.
‘c. Write On Siip & Give To Cataloger the Location Source of Copy.

\ N (

m,". . o Catafbger Finds or Establishes Cﬁass Nuﬁber;‘&
- ¢ e. . Cataloger Verifying In Book.
) Give NUC Voiume”Source and the Book -zself.
g. 'Types Maih Entry and Returns to Cataloger For Verifiration.
hf"ﬂ.c. Gives To Card And Pocket Typist.;
i. %ypes Card and Pocket ana Pink Slip Plus Book Card.
5. Tgpist Returns to H.C. Who Files Pink:Slip In Small Catalog.
a ! o
k. Boék Sent to Paster to Put In Po Let.
1. Ca:ﬁ Sent M.S. To Be Xeroxed With Note On NMumber.
- ' , 3- Sené Book To Shelves As Soon As Pocket Pasted In.
n. Cards Return From M.S. o
"o fypist Puts On Added Eatries. ?
p. Return Cards To H,C.

\

' q. Put In Holding Area Sholf For Small Catalog. Once A Weck Filed
In Small Catalog. : .

|

/
é r. Small Catalod Is By Main Entry.

T I
F ( !

é;‘ 8. Affer Cardq Are Put In Small Ca;alcg, H C. Sends Shelf List Cdrd
) Into Acquisitions Where Records Are Pulled. Ret#rn Shelf List Card.

t. Hold Shelf List Card Till Fnd of Monch In Order to Make “Monthly
‘List of Books Cataloged.r

u. File Into Shelf List.

v. When No Bibliographic Copy Is Found Use !Preliminary Cataloging"
Copy Form,

ERIC _. - RSV )



FLOW PROCESS CHART C4' ORDEK CYCLE - DIRECTOR S OFTICE =

Sead Invoice, Purchas2 Drder (Yellow) and Green Order Slip- to Director. .

* L]

Secretary Transfers Actual Cost of Book From Invoiceé to Greén Slip Plus *

Postage and Card Cousts (25¢ per-Set From B & T).. Postage Is Divided -
Equally Among All Books On Invoice. L - :

Secretary Holds and Sebarates By Dept. Charged and Runs Adding Machine
Tape.

Green Sllps Returned - to Acq. and Kept ‘Till End of FY. At End of FY. Sent

to Dept. Cnarged

School Does Not Run An Encumbrance Accounting System. Sends Monthly “
Statement To Any Dept. Which Does Not Spend All Their Money. ' '

Diregtor 0.K.'s Invoice and/or Statement (Monthly), Writes Dates of 0.K.,
Code For Library and What Was Used Withia Library.

f_\'_*:'i87l-104 » . .
Gen. Lib Films' - ’ .
Budget _

~10 Travel Campus .

-01 Supplies -

Send Purchase Order With Inugiéé tg Business Office,

wﬂite and Yellow P.0. Forward. " Also
Nandled With White and Yellow. Both

SLanding Orders Handled By Sending
Any Prepared Or Non-Invoiced Itcms

Sent to Dusiness Office dnd All Myst Co Through DerCtOT s Office.
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Cost Study: Unit costs were determined for the Acquisitions and
Cataloging Departments in each.Library. See Table below for Summary and
Table 22 at the hack of this report. Figures were calculated using the
algorithm described earlier ia the Methodology portior of this report. It

- 1s importantto reali.e that these costs represent approximations and will

flyctuate during the year. What is shown here 1s a oest aestimate of the
mean unit/ costs for a 12 month (FY) period. - ‘

SUMMARY OF TABLE 22 BN ‘ -
'Depaffﬁent . ' .Library Unit Costs
: . X N 4 ' Zz
Acquisitions | '$3,384 per [$3.212 per $2.408* per item
- item received \volume receivec \\

ccessioned .

Cataloging $7.51 per ~$4.75 per . $4.718 per ’

title volume volume added
catalo}ped accessioned
-
% 1972/73 )
> .
v
' ¢
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3ECOMMENDATIONS

o

General and Adu: aistrative:

. 1. It is presently impossible to recommend the merging of the three
Technical Services Departments into a single processing unit, This recom-
mendation is based upon any single finding but upon the picture pres-
ented by all of the findings, i.e. when they are tak- °. the aggregate.
This recommendation is ' ~t meant to imply that a merger at some future date
is an impossible goal or that progress toward a merger of the Technical
Service Departments in these three Libraries is not feasible. Tne author
wishes to convey here only that under the conditions which presently
obtain within the three Schools creation of a single processing unit is
not economically, politically, or pro edurally attainable. The remaining
question, when and under what circumstances such a move might be possible,
is an even more fundamental one :.d hinges upon che desires of the Direc-
tors and their various staffs to create a single administrative unit for
the three Librarics. Once such a philosophic position has been attained
there will arise a number of operations which can be merged and/or regular-
fzed between the three Schools. See the Findings section of this report
jitled Policies and Procedures Charts for guidance.

A list of recommendations follows t at, 1f accepted, will create a
_elinate in vhich such a merper could prove .tp be of benefit to all concerned.
The author proposes, therefore, that instead of an immediate forced melding
‘of the three Departments into one unit mere linkages be established, and

that from this évidence of cooperation mergers be allewed to evelve through
practice and negotiation rather than mandated from ehove,

2. Certain philosophic differences and approaches in the organization
and use of library materials exists among the professional staff menbers in
each of the three Libraries. These must be reconciled either throuv 'h the
efforts of a task force, one of whose specific charges would be th
reconciliation of variant points of view, or by means of public debates
‘gseminars) which would enable all parties to present their views in open
hrarings for thie co.sideration of all concerned. The author recommends,

therefo. _hat functionally oriented (Acquisition, Circulation, Cataloging, -

Serialz, - ., task forces be established for this purpose, For example,
onc such va-iasnt practice which surfaccd during this investigation and needs
attentio. was seen in the cataloging of periodicals. See Policies and Pro-
cedures Chart 7: Pericdicals, Berials, aqp Binding.

It is also possible to resolve these procedural differences by means
of the exchange of personnel and/or the 4rafting of change documents. Such
documents would be prepared by the visitors after a period of time spent
working in their respective counterpart Departments, and then subjected to
response/reviev by the staff in both Libraries until a consensus was
achieved.

In any event, it is the recommendation of this investigator that tusk
{ rces composed of functionally similar colleagues in cach of the three
Livraries be established in qrder to discover and’or create regularized




procedures for each of the three Libraries and to maximize the number of
such procedures with a view to an eventual merger. ' The only inflexible
charge to be given to such bodies is that they must\reach a—consensus.

\ ) \

3. That the three Libraries continue their policy of staggered hours
and that these hours be vregularly publicized in each'@f the other two
Libraries and kept current. f \

4. That a search begin at once for a central storage facility (28)
to contain all lesser used materials. Such a facility ¢ould be either leased
or purchased but should be close enough to pe%mit easy access from any of
the three Libraries. The primary purpose of such a facility is storage
and careful consideration should be given before allowing, general publie
access or the purchase of such amenities as rugs, lounge furniture, or
drapes. This should be a utilitarian structyre whose primary purpose is
the storage under controlled humidity and temperature of all lesser used
library materials. Access to stored items must be guarantépd within 48 '1
hours. Other colleges/libraries in the area should also be invited to
participate in the interest of minimizing costs.

i

. It is this author's belief that a high percentage of each collection
(30 to 4.%) can be moved into storage with a minimum of inconvenience to

the library User. Such a move is supported by the work of Trueswell (33, 34)
and an unpublished report from the State of California (Report PR-70, p. xiii,
June, 1973) which says in part that, "Studies of collection utilization...
have consistently shown that a velatively swall portion of the collection
supports a surprisingly high volume of tofal use., Usually, about one-third
of the collection supplies over 80 percent of its use.,.Cooperation is
therefore seen by professional librarians and educators as a way of (1)
providing broader coverage by improving access to collections elsewhere, and
(2) achieving ecconomies by minimizing the duplication of infrequently used
materials...." ‘

5. That the three Schools work tcward developing a uniform student,
faculty, and staff I.D, card/number which w-uld be unique to the owner and
acceptable in each School. Tuis would have numerous advantages' throughout
. the syst&% and would enable the owner of an I.D, number to check out
books, take courses, pay bills, and receive a paycheck with one basic
~ identification. It would also facilitate the movement of individuals
throughout the system and the accumulation of statistical information for -
management. The logical candidate for'such a system I.D. number is the
social security number. : ) .

6. Recommendation 5, were it to be implemented, could lead naturally

into the creation of a single centrai address file (computer produccd) for

all members of the Tri-College system. Such a file would be kept up~-to-date

quarterly and should be arranged to show all students, staff, and faculty

by name, SSN, and/or School. - \
‘ \

7. It would greatly facilitate the sending of overdue notices and
eliminate the payment of postage if a way corld be found 'to route overdue \
notices for delinquent library borrowers through the campus mail of the }

' ‘ ) f
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borrower's School. The mechanism could be the shuttle service to the mail
room on each campus. With this goal in mind, campus directories for each
campus should also be available at each loan desk. These could be easily
prepared as a by-product of Recommendation 6. )

. 8. In tais connection it would also be of value to establish a uni-.
form fine system as well as a method for the payment of lost books. Recom—
mendations in this area would be a logical project for the Task Force of
Circulation Librarians. See Chart 4.

9, That strong implementating legislation be drafted which would
permit the transfer of funds and/or services between Schools and across State
boundaries. This should be presented to each of the concerned States.
Emphasis must be on accountability, requisite audit trails, and the saving
of dollars rather than on the expanding of services. The present system of '~
purchasing used within the State of Minnesota poses very serious obstacles
to any§cooperative efforts. '
: ‘.

10. Libraries should work to establish the premise that once a student
enrolls on a campus or becomes a legal) member of 'that campus cownubity, any
materials on any of the other two campuses are available to him. This
should be extended to all items including curriculum materials and unbound
periodicals. '

11. That the office of TCL Coordinator be asked to present to the
Directors a proposal sho. ‘ng costs, requircments and behefits to be derived.
from the production of tu. following union bibliograpbics/toele and that
these be considered surrogatcs for a system-wide book catalog until a

"machine rcadable data base can be constructed: .

a. Special Curriculum Material Bibliographies such as a list of
special cducacional materials (kits, games, etc.), films, records,
or non-book materials available in each Library.

b. Reference books abstract/indexing tools, atlases, rare books,
or special collections,

c. Items on standing order or listed in the on-order file.
d. AV material owned by each Library with appropriate KWIC/1WOC
indices, -

e. Productipn:of a machine readable series authority f£ile to merge
those now produced/used in cach Library.

12. Although the temptation and impetus is strong toward adoption/ .
production of one monolithic union book catalog showing monographic holdings
for the three Librarics,,thqmauthpr feels this sblution will not prove to be
viable in the long run. Indeed, there are many serious reservations about’
the efficacy or timeliness of any book catalog and extreme caution with a
careful* revicw of all cptions should be used when considering such a project.
There is still considerable debate within the profession over their utility

[}
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(21) and as Allison (21, p. 113) so aptly points out, "...programs to con-
_vert to a book catalog should not be undertaken with the thoughts of making
monetary savings...." Difficulties can be expected in the preparation cf
initial input (conversion) and in maintaining the currency of the file.
Indeed, bibliographic records are by the r very nature extremely volatile
and any system which lves rot take this - %o consideration faces very
serious user problems. - * . '

There are a number of interesting alternatives now availasble or just
over the horizon for data base construction and update which could result
“in a recurdr that is always current, These options should be investigated
before any commitment is made. This author challenges the utility of a
printed book catalog when compared with a computer produced record which
can hr mdde useful to bbth the patron and the librarian. As Kilgour :
(24, p. 138) points out, "...the computer has made possible a less costly
bookform catalog that can be kept more up to date than could wanual book-
form catalogs...." “

In additién, book catalogs are very expensive (as are computer data .
bases) but unlike the computer generated file, book catalogs become less
and less valuable as they get older, while a computer maintained file becomes
more and more valuable as time passes. At the very least, it is recommended
that if a book catalog is produced, it should be prepared in a format which
. is easily adaptable to machine processing.

Some of the alternatives which bear exploration are as follows:

a. Purchase of a daéa base already -in machine~readable form (for
eximple MARC) and tag those items owned by each of the three
Libraries. Then use this to prepare a book catalog.

b. “Convert existing shelf-lists to an OCR type font adding necessary
tags and field delimeters. Then use as desired to generate author,
title, subject headings or key~word licts.

¢. Convert cxisting shelf-1lists to machine readable form using key
punch and tab each equipment.

d. Explore the possibility of a comnnection with the OCLC Netwerk as a
: source of cataloging copy, for the accumuiation of a bibliographic
data bank (without the necessity of a large scale retrospective

conversion), and as a union list of monographic holdings.

It is the feeling of this author that this latter (d) approach has much
more potential than the use of microfiche for the creation of a printed book
catalog. It can be done for the same or less dollars thag a large stale
retrospective conversion project using the more conventional fiche or {ilm.

13, 1t would encourage the developmen® of functional standardization
within the three Libraries if uniform job descriptions could be developed
~hroughout the'-gystem. The author is well aware that this may not be possible
at all levels ‘because of differences in the Civil Service requirements betwecn

»
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the two States concerned, but it should be attainable at the professional
levels even if done only for Department Heads. " Such an exercise would also
serve to point up differences in responsibilities which would have to be
reconciled were a merger to take place., The author recommends, therefore,
that Gniform job descriptions be prepared for all professional, paraprofes-
sional, and clerical (whenever possible) personnel ia the three Libraries
concerned, :

14, There is no single bast existing physical plant in which to place
the proposed cooperative center in terms of distances between work stations
and files in that Library. See Findings on Staff Dispersion and Tables 17
- and 18, If one cxamines the unused fioor space in each Library, however,
Library B is-che best choice,

‘ 15, Spinc labels should adopt uniform spacing, abgreviations, type
face and format in order to facilitate the creation of a uniform product.
The best label appearcd to be that of the Se-Lin product now in use at
Library C. This system has adviantages (easy to read, make, and attach)
which should be explored by the other two Libraries. . See Exhibit 21lc.

16. That the possibility of creating or utilizing a regional periodicals
data bank such as that now utilized by tne Kansas City Regional Council for
Higher Education (28) be explored. Or, as an alternative, investigate the
possibility of acquiring membership in one alrcady existing such as the
Assoclared Colleges of the Midwest Periodical Dank.

Acquisitions Function:

1, All collection policies shouvld be formally codified for the benefit
of funders, users, and librarians into a single documcnt for use by the three
Librarics.,

2., Tlic first priority in ecach Library should be the creation of a
strong undergraduate collection to support the immediate needs of its “
largest constituency. Duplication can and often does occur at this level
because of the heavy pressure placed upon the collections, ant it should
not be considered undoalrable.

" There was some criticism of the present informality in collection
agreements between Acquisition librariaus. As one Dean pointed out to thls .
- investigatur, ''Cooperative purchasnng lacks a sense of urgency. Schools

must be able to demonstrate real savings for the contribution each makes

to the central authority.”" The author is recommending, therefore, that a
set of collection guidelines be drafted and implemented. These must provide
both philosphic amd action guides. Such a document will contain both a
protocol and a rationale for the purchasing of materials with specific
emphasis upon the necessity/benefits of cooperative purchasing. It would
formalize and codify collection developuent by delincating collection

goals, specializations, individual areas of excellence, and how these can

be made to complement similar programs in the other Schnols. It should also
include collection emphasis by type cf materials, by subjezt, by programs,
and by language. Spccifically this document would include and stress:

O ‘ . ' " ‘ &w.’
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a. The urgent necessity for cooperative purchasing ahd‘collectiOQ
building with control mechanisms to guaranteé that such policiés
are enforced. For example, a selection committee composed of
Acquisition Librarians from each School, any member of which could
veto any purchase to‘be acquired with Tri-College money. The
committee shéuld meet at least mor.thly to consider all purchases
and to vote on those from Tri-College money. ”

b. The necessity for)demonstrating real savings.
- .

c. Assurance that any purchasc; over X dollars (an amount to be set
and agreed upon by the-Library Directors) must be reviéwed and
passed by this committee.
- 3
3, More concerted efforts should be made to. transfer and consolidare -
holdings of lesser used serials and/or periodicals as was done in the transfer®”
of Pastoral Psychology.

Cataloping Function:

1. That all Cataloging Departments consider the placing of a main
entry card for new acquisitions in each of the other card catalogs. This
follows and supports an earlier proposal made by the Rouse report (1, p. 1) '
in 1972 but modifics the original proposal to suggest the use of color coded
paper stock instead of a stamped location symbol. This would minimize the
need for tracings and make such cards more easily identifiable to the uscr.
No second card should be added when the Library already owns a copy of the
book under consideration. This device would also work to create uniforr
entries for the same book. For cxample, same book in LC in one Library and
Devey in another. See Exhibit 13. ;
2. That the conversion of books classified in Dewey to LC continue
but in a modified form such that only those which go through the Loan Desk
(actually checked out by a bona fide user) are reclassed, This practice
would result at the end of two years in a residue of unused books whose
value to that Library could then be reexamined in light of their usefulness
to the programs of that School, their currcncy, or the need to keep a copy
within the region. A valid decision can then be made op this evidence to
keep or discard the item, ' .
3. 1In this connection the author also feels it would be wise to
adopt uniform classification practices for the handling of periodicals
and recommends that they all be placed in LC.. .
4, In-house classification schedules should be dropped and efforts
made to adapt a uniform classification schedules. This applies to all
types of materials including those in curriculum collections where this
discrepancy fii.t came to the author's- attention. The author recommends
that rhe LC classification and the LC card format be adapted throughout the .
system, -
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5. The Card-Set file is underused. It is recommended, therefore, that
all books (with 1969 or later jmprints) waiting for 1C cards be run through
card-set befgre any cards are ordered. The ﬁutbor would like .to stress the
need for as much centralization of card production as possible. In tbis
connection Library B should seriously consider eliminating its proof slip
file. This may be inczonvenient to Libraries B and C, tut both have a ready
source of bibliographic copy now largely untapped. The author is aware that
objections have bcen raised in the past to the use of card-set on the basis
of its appearance, nevertheless, those cards currently-produced were found
to be quite acceptable and although not perfect they were legible. Legibility
should be the final test of a card's usefulness and not its overall cosmetic
effect. The trade-offs are to wayt for LC copy and/or to utilize a proof
slip file vhose maintenance is costly in both space and staff time. In
addition it is never completely up-to-date.

6. The author would also like to stress the need for more sharing of

the catalog cards aveilable for large sets purchased on microfilm. These

are difficult to find and seldom used materials whose presence should be
made known throughout the system. See Exhibit 22.

7. Recommend that all Libraries purchase and use the itest revisions

of subjcct 1eadings published by the Library of Comgress and the University

of California, Library of Conpress Subject Headings Supplements: 1966-1971
Cumulation (3). - As a Library tool this will increase uniform practice.
Deviations {rom this document should be- allowed only upon approval of the
Library Director concerned and with the recommendation of the Cataloging
Task Yorce.

L4

8. In this connection the investigatcr would also like to recommnend
that consideration be given to the creation of a single geries authority file
in machine readable form, A program could be written in the Coordinator's
office for merging the three authority files using a search-key algorithm
such as that proposed for OCLC (19, p. 312) as the sort/merge algorithm. -
This should be done in such a way that any differences will be displayed on
the print-cut. This could also serve as a vorking document for the Cata-
loging Task Force in the merging and reconciliatiom of the three series
authority files into one standard listing. Precedent "alrcady exists Zor such
a file at the University of Minnesota and further help may be availatle from
this quarter (4). » : '

9. That the three Schools review the various cataloging pract.ces/
codes now used in the handling of audio-visual and/or norp.int materials and
recomaend to the Directors a uniform code or set of guidelines for the
processing of this material. Such recommendations can be based updn any
one or combination of the following refer~nces: Arizona State University (5),
Daily (6), Horrer (7), Shifrin (8), Weihs c¢i.al. 19), Taylor (10), Library
Associstion (11), Association For Educational Communications =ad Technology
(12), Library Association (13), and Johnson et.al. (14).

10. 1In addition to the above there were a number of miscellaneous
practices common to two or more of the Libraries studied which merit

ccomment, In the interest of econory, the author has grouped these practices

together suggesting that each might be reviewed and/or abolished altogether.
These practices are as follows: ‘

. 89 :
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a. The use of an accession number. While it is true that the
adoption of such a number facilitates the keeping of statistics
(additions to Library holdings), provides an easily established
unique identifier for the piece in hand in the event of such a
need, and is presently required for some items (cassettes, phond
records) as the only unit identification, it i3 the feeling of this
investigator that its use/maintenance requires a disproportionate
amount of high priced professional time which could be better spent
elsevhere. It is not our intention.that the accession number be
abandoned where it is the only identifier, i.e. those items on
which no call number is used, but only in those cases wvhere it
serves merely to distinguish physical pieces and their history or
location - a practice which is equally well performed by the call
number, ' ‘
b. Use of the call number, author, and title on the book.pocket is an’
exact replication of information which is already available un the
book card. See Exhibits 1la, b, and c¢. The motion saved by this
practice is that of the discharging clerk matching returned books
with their book -card from the file. Such a function can be per-
“formed equally well by comparing spine laBel and book card. One
must realize too, that comparing need be done only for those iéems
which circulate while book pockets must be typed for every book which
could conceivably circulate. It might also be worthwhile to compare
the costs of those pockets now used (with a date due matrix printed
on them) with the cost of a plain (with or without ownership marks)
pocket and a separate date due slip. See Exhibit lla., In addition
to its cost differential, the latter (plain pockets and date duc
slips) have the added advantage that when the date due slip bccomes
full it can be easily removed and a new slip glued in. It is not
necessary to prepare a new pocket. Examples of plain pockets and
date due slips accompary this report as Exhibit 5. Plain pockets
and date due slips used by all three Libraries may also be obtuinable
at a better discount than when purchased separately. »

c¢. Stripes on the foredpes of all unbound periodicals serve n. useful
purpose, are expensive, and ‘time consuming to apply. There are
strict entrance/exit controls in each Library and, in addition,
every issue is stamped with a property mark and the date rececived
on the cover. In view of this, .arks along the edges appear recdundant
and chould be abandoned. Sce Exhibit 24a and b. '

Library A: -

1. That consideration be given to the hiring of someone to assume '
rerponsibility for coordinarion and supervision of all Technical Service
operations. -The volume of work, the budget, and the number of staff to be
supervised are such that the entire Library would benefit from the addition
of such a position to the staff.

27+ The Cataloging Department is in serious need of reorganization.

. :ring his visti, this dnvestigator was struck by the general untidiness
and croided conditions of the room. Not onky is it crowded with pecople and

N
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_ __on-eomputor print out is awkward and hard to use. It does not conform to

n

bocks (many of which have been awditing processing for some time. See

Chart 6 Policies and Procedures: -Catalogling), but there seems to be a
general lack of organization of both space and work flow. In addition, the
author suggests that a systematic reviewing precess be initiated in.order

to prevent the development of uncontrollable anonymous backlogs (20, p. 131).
KWIKAT is one answer to this problem, but it does not alert ths Department
Head to all books which have been in the Department longer than a predetermined
time span as a control monitor would do. T

e

Although it is-a commendable idea, KWIKAT requires double haadling and
in one sense représents a backlog. Consideration should be given to the
immediate processing of any books with CIP (rather than using KWIKAT) and
to the implementgtion of a centrol mechanism which would -alert the Department
Head to all items in the Department longer than X days. An example of such
a device could be a color coded strip attached to or placed in any item
awaiting processing.

/3. ' The -endor master file (prepared in the Business Office of School A) |

modern accounting practices and lacks sufficient update capabilities to
make it a .viable tool. Numbers are assigned to each vendor such that the
1ist can he alphabetically arranged by vendor name on the computer. When-
ever all numbers in a block have becn used, however, the name of a vendor
may be out of sequence by as much as one or two pages. In addition, no
way has been provided to keep the file (list) current by weeding from day
to day. Indeed, this “investigator found vendors in the file whosc last
activity with the School was 12-29-71. For example, sce Exhibit 25, xerox
master file copy 00093 ACUI, Box 7280, Stanford. Furthermore, while the
Business Office will assign 1, 2, or 3 nuubers to vendors over the phone,
more than three requires a written request to the Business Office which
further delays what should be an orderly, expedient business.cycle. Such
outmoded practices are absolutcely unwarranted in this day of fast computer
processing and need remedial treatment at once om a UniVersity—wide level.

4. The placing of call #, PER., velume number, and issue number in
ink on the covers of unbo'nd periodicals which go to the periodjcals room
is a redundant process which has little meaning nad .s of no valuec as soon
as the volume is bound. Recommend this practice be abandoned. Sece Ixhibit
l4a, ' '

Library B:

1. The handling of U.S. Government documents in Library B necds to
be reviewed in light of the time and effort now réquired to maintain them.
With this in mind the author has-prepared the followving recommendations: +

a. That the acquiring of all But the post -basic U.S. Government
documents (reference tocls such as the Eyate Dgpartmont*ﬂullotin,
Statistical Abstracts, etc. plus those items necessary as direct
support to the curriculum) be halted. ExZsting holdings which do
not meet these eriteria should be integrated into the collection

. at NDSU (a regional depository with the University of North
Dakota) and made available on 24 hours notice by shuttle service

@
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or directly to any user, Public use of the Monthkly Catalog
should be encouraged and when appropriate the purchase, if they

. are not already available, of the reference tools listed below.
Eseentially what is suggested here is a more jidiclous selection
of U.S. GCovernment doewwents with emphasis.on secondary tools to
be used in :he locatfon of the intormation sources rather than on
primary tools containirg the information itself. Thus Librarv B
should have available t.e lists of Departmental or Bureau publica-
tions issued by an agency such as the U.8.G.S. or the Bureau of
Standards; bibliographies which relate .to the curriculum it supports
such as Mexican American education, or environment; guides to laws
‘or public bills such as the Digest of General Bills and Resolutions
or Current Laws-Statutes and Executive Orders pertaining to the
Environmental Protection Agency; and general guides to U.f. Govern-
ment publications such as Jackson (15), Andriot (16), Wynkoop (17),
and the biennial Wynkoop (18) list of reference books.

b, That the insertion of U.S. Documents (in all but the most heavily
used instances) into the card catalog be dropped and the use .f
proof slips and a temporary shelf list for Q}bliographic copy be
abandoned. Furthermore, all-J.S. docyments should be cataloged/
arranged by the Superintendent of Documents number (not just those
with soft covers) as it appears ou the packing list or as it is
given in the Monthlv Catalop, For Findings on this problen see,
"Findings - General Library #3" and "Policies and Procedures Chart €:-

Cataloging."

¢. That Library B abandon its biweekly listing, "U.S. Government
Publications Received By the Library....'" The utility of such a
list is open to challenge. Use should be verified by asking all
those who wish to continue receiving this list to sign their names .
and reicurn their copy. If there is sufficient nced for such a
list, one altcrnative is the xeroxiung of the shipping list (see ~
Exhibit 16) which can then be sent to interested users, It shows
both documents availahle as well as those received. C

2. That Library B modify the existing iegend used on cards filed in .
the card catalog to siiow a boolk is on order. Cards placed in the catalcep
now show the legend, "On Order...Not Received," until the book goes to the
Public Service arca. See Exhibit 10. It is the author's feeling that.books
should be made available to the pyblic as soon as they enter the building
and become part of the uvrder cycle. It is suggested, therefore, that the
phrase "Not Received" be .ropped. . ’

L é

B

'3, That Library B stop adding the estimated price, name of the person ..

, requesting the book, and tha date the\book arrived in the Libraty to she shelf - '
l1ist, This information serves little \purpose and, with the.excepaﬁon of the
name of the person, is available e%sew\ere. . - ‘

\

4, That Library B drop tlie use of\the size distinction and legend on
the call number, '"Quarto," This size Cé.& to 12 inchies) would fit into the’
existing shelves and its use serves only to scatier the collection.  See
Exhibit €. In its piace all books over 29 cm. should be marked Folid. See
Exhibit 21b, o : '




- ‘
s, Library B is ready for and cculd casily ise a keypunch machine
and operator., Care should be taken, however, to shield the m.:#chine in order
to protect other employees from the noise. !
: N
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Table 1.
QUESTIONNAIRES DISTRIBUTED AND RETURNED BY LIi}RARY
- - ‘ . . LIBRARY
- | S A B c
Number of Questionnaires Distributed - 73 87 - 617
Number of Questionnaires Returned 67 53 34
" Rate of Return | - 91.7%  60.9%  50.7%
Classification of Respondent
Librarian | . - | 12 8, 5
Paraprofessional . 6 6 R ¢ 7
Clerical - -. 17 7 - 3
, Student - , 31 31 24
Other . 1 ~ 1 1
3 ’ . i
Y N * _4'a




Table 2,

SUMMARY ANAEYSIS OF UATA FXCM QUESTIONNAIRES

A

o

2
{1

\‘\,
Library A ‘n=67.- LIBRARY
A Lebrary B n=53"" * ' )
QUESTION _ Library C n=34 l B
. E ..z -
1. Favor one Technical Services '
- Pept For All Three Schvols : . ) - |
, Yes ) | 47% 24 45,3% <18 52.9%
. . No B : - 17 25,87 9 17% 3 8.8%
' _No Opiniodn _ . 16 24,2% 18 347 11 32.4%
No Response- -2 3% 2 . , 3.8 2 5.9%
2, Status of ‘Respondent . . : o ' R
" Student ' - 30 45,5% 31 58,57 24 70.6%
» Clerical 17 ~25.8% "7 13.2% 3 " 8.8%
- el Librarian .12 18.2% 8 15.1% .9 i4.7%
o N Paraprofessional .6 .° 9,12 6 o 11.3% 1 2.9%
- Other - , 1. 1.5%2 .1 ©1.9% 1 2.9%
No Response 0 0% 0 0% 0 0% "
. \ 5 .
3. Work Hours % : '
' "Full Time ‘
(40 hrs) 32 48.5% 21 _  39.62 8 23.5%
3 Part Time . ' - : : .
(<40 hts) : 34 51.5%2 31 58.5%  26. 76.5% -
) No Resp¢nse .0 0% 1 1.92 . 0 0%
- ! t '
- 4, Ermpyoyed By This lexary . ~ -
= <5} <1 yearj - 31 47% 17 - 32.1% 14 41,2%
. 1-3 years 27,34 . b 45.3% 16 47.1%
4-5 yeats 15,22 4 - 7.5% 2 5.9%
>5 year 10.6% 8 15.1% 2 5.9%
No Respdnse 0% 0o . 0oz, -0 0%
- ~2 Beneflts of Coop Proces§ Cntr- | C
N S ) Responstt - 42/ - 63.6%4 35- 667 ‘21 61.8%
- . . ' No Resp(i/ . 36.47% - 18- ) 434% 13 3/8.27:
P . r o
Y6, Obstacles to Coop Procelv Cnt ' . VA
' ; Response . 36 54,52 28 52.8% 18 i 52.9%
- No ReSpinse 30 , 45,5% 25 47.2% - 16 / 47.1%
7. - Other Areas of Coopcration - :
' - Responsk T 24 36. W 9 17% 1 32.4%
No Response /42, '63. o/ Y 83% { 23 ;67.6%
— : // - ) L
. / ]
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Table 3. . R
V4 L]
& fh
ANALYSIS OF RTPLIES TC OUVESTION 1 (OMESTIONNATRE)
BY LIBERARY AND EMPLOYMENT STATUS (FLLL OR PART TIME)
\4 : : - ' '
3 Absolute Value L
; C$lumn Percent I i
o - Row_Percent . Full Time (40 hr week) Part Time
| - - . . ] . q Rt e e
o Library A T
: L
Yes 18 i3
] 58,17 39%
i ! f "58.17% 41.9%
,‘" o u'! 1 - . .
No _;{ . 9 i 8
‘ ™ | 29% 24%
- 52.9% 47.1%
No Opinion _ 4 o 12
- 137 , 37%
~25% , - 132
B Library B ' : c o f
: < R a - - Lo
T Yes 9 - 15
o | -~ 45% ) - 487
L*“\\\ 37.5% T 62.5%
"No | ’ _ .2 : - 2 ,
e : 10% e 23%
. . 22.2% 77.8%
e NO Opinién f 9
. 29% *
50%
S Library C . \ _
| Yes , ! 11
' \T : - 46%
o .' 6101% L
No ! ' 3 .
Pt 13%
, 100%
'} j - No fpinion [ 1 10
: ' Jd - v 32%
/ / . 9.Y% " 0.9/
/ o~ :
,/ :p,ﬂ ¥ />
/ § -
P o S VA
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Table 4.

ANALYSIS OF REPLIES TO QUESTION 1 (QUESTIONNAIRE)
BY LIBRARY AND LENGTH OF EMPLOYMENT.

Absolute Value
Column Percent ’ ..

1 - 3 years »5 years

63.6%

Row Percent <Year 4 - 5 years
Library A
" Yes 12 7 7 . 5,
40% 38% 1Z 71%
38.7% 22.6% 22.6% 16.1%
No 5 8 ) 3 2
17% 44% 32 297%
29,4% 47.17% 11.8% 11.8%
No Opinion 13 3
43% 16%
81.3% lB.?h
Library B : _
Yes 9 9 <2 4,
53% 39% 50% 57%
37.5% 37.5% 8.3% 16.7%
No 3 3 -2 1l
18% 13% 0% “14%
33-3% 3303% 22.2z ’ 1101%
- No Opinion 5 1 - 2
: 29% 48% 29%
27.8% 61.1% 11.1%
Library C .
Yes 5 10 1 2
8% 67% . , .
. 27,8% 55.6% 5.6% 11.1%
No 1 2
' 8% 13%
- 33,3% 66.7%
No Opinion 7 3 1
S547% . 20% .
27.3% 9.1%

g7



Table 5. S g

" ANALYSIS OF REPLIES TO QUESTION 1 (QUESTIONNAIRE)
" "BY LIBRARY AND STATUS OF RESPONDENT

A

Absolute Value

Column Percent ' ‘ . Parapro-
Row Percent Student Clerical Librariean fessional Other
Library A
Yes : T .9 9 . 2
' 382 53% 82% 332
35.5% 29%  29% ©6.5%
No 6 6 ’ 4 1
©o21x 35% ” 66 100%
35.32 35.3% 23.5% 5.9%
No Opiniomn ‘ 12 2 2
417 18% 18%
752 12,52 . 12.5%
Library B
Yes 15 1 s 3
| Y 17% - 71% 50% '
5 62,5% 4.,2% 20.8% 12.5%
N - 1 .1 1
: 23% 16X 100Z
77.8% 11.1% 11.1%
No Opinion = 9 I R S T
. - 29% 83% 29% . 33% S
50% 27 .8% 11.1% 11.1%
Library C
. Yes 10 2 5 1
- 45% 66% 100% 300%
55.6% 11.1% 27.8% 5.6%
No 3
: 14%
100%
No Opinion _ 9 1 A ‘ : 1
41% 332 1007 .
| 81.8% 9.1% 9,17
ag o

ade -



Table 6a.

+

STATUS OF RESPONDENT COMPARED,WITH HIS/HER
LENGTH OF SERVICE FOR EACH LIBRARY: LIBRARY A

Length of Service (Years)

Status of ‘

Respondent i <l 1 ;73 4 - 5 >5
Librariah | . ‘ 3 S 2 3. 4
Paraprofessional ' : 2 2 | 2
Clericai . 4 7 5 1
Student 23 7

Other 1

Table 6b. ~

STATUS OF RESPONDENT COMPARED WITH HIS/HER
LENGTH OF SERVICE FOR EACH LIBRARY: LIBRARY B

$-4
Length of Sefvice (Years)

Status of _ - S

Respondent <1 1-3 4 -5 >5 e
Librarian . 2 : 6
| Paraprofessi&nai il 1 3 1

Clerical ﬂ 1 -6 | | |
Studént - .15 15 1 ) ,_:v .
‘Other . _. - : o : “- 1 r

— : -

¥ 99,




Table 6c.

STATUS OF RESPONDENT COMPARED WITH HIS/HER

LENGTH OF SERVICE FOR EACH LIBRARY: LIBRARY C

te
.

4

Length of Service (Years)

Status of ’ .
Respondent <1 1'— 3 b~ 5 > 5
Librarian 2 ' 1 2
Paraprofessional 1
Clerical 1 2
Student 10 14
Other 1l
2
‘;0

w 100



Table 7.

APPROXIMATE SQUARE FOOTAGE AVAILABLE IN EACH DEPARTMENT

5“5'; Likrary A Library B Library C
Estimated’ Estimated Estimated
. Work Work Work
Stations Stations = | Stations
Sq.Ft. (Desks) Sq.Ft. (Desks) Sq.Ft. (Desks)
Technical Services 64 x 662 14
w224 ft .
Cataloging 34 x1 Rm 2C2 22 x 22
- 646 ft* 10 484 ft2
Acquisitions 20 x 19 Rm 200 15 x 13
~ (Dept. 1) 380 ft? 6 195 ft2
Acquisitions 18,5 x Rm 204A
(Dept:. 2) 14.5 4
¥ 282.752
ft
Serials 26 x 27 Rm 210
- 540 f£t2 10
Periodicals 20 x 11 Rm 106D
Check In 220 ft2 7 {2 per
table)
c Totals 2,068.75 ft2 4,224 £e? 679 £r2

101
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~ Table 8, .
<:, RESPONSE TO QUESTION 5 BY STATUS OF RESPONDENT |
. k Library A Library B Library C
' - . No . . No - ' No
Status of Respondent |Response |Response |Response jResponse [Response |Response
12 . 7 1 5
Librarian ‘
100% . 88% 132 1007
_ 6 4 2 ' 1
Paraprofessional |
100%] 67% 33% '100% -
. 10 7 6 1 2 1l :
Clerical
o 59% 412 867% 14% 67% 33%
- 13 17. 18 13 14 - |.10 ‘ ‘
Student , _ © o I T o8 SRR BV
. 1 43y 572 58% a22)  ssx 42%
— 1 : 1 .1
- Other
JO0% ' - 100%y . ‘ 1007
v -
) -




Table 9. °

i

( - )
- RESPONSE TO QUESTION 6 BY STATUS OF RESPONDENT s
T R Liﬁrary A . Library RB Library C
v : ' No ]. ' No . ‘ No .
Status of Respondent - |Response |Response |Response |Response |Response |[Resuonse
: , 10 2. 6 2" 5 ’ <
Librarian -
83X 172 7521 - 252 100%
4 2 3 3 1
Paraprofessional
6721 337 50% 502 1002
; 9 8 -3 4 2 1l o
Clerical . :
' 53% 47% 43%  57% 67% 33%
— 12 18 16 : }5 11 13
" Student '
40% 607% 52% 487 4671 S4%
. 1l -1 1 :
Other .
100Z 1007 1002
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Table 10, Sa. .. -
| -
RESPONSE TO QUESTION 7 BY STATUS OF RESPONDENT .
"'. . ‘
' v ! b /I’
Library A Library B Library C
v No No No
Status of Respondent J[Response : ~ponse |Response |Response jResponse |Response
' K 1 9 3 3 5 4 , 1
Librarian R ' .
- 7sz] . 2sy agx| T 622 807 20
3 3 1 5 ~ 1 .
Paraprofessional *
50% S50% 17% 83.. 1007
8 9 . 7 1 2
Clerical .
47% 53% 100% 33% " 67%
3 27 5 26 5 19
Student .
| 102 . 90 16% 84% 217] . 79%
1 o 1 1
Other
R 100%} _1002 ; 100%
4 1
’ 92 :1134;' ,
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, ‘Table 11, . PR L g

GENERAL 6HARACTERISTICS OF THE ON-ORDER FILE AS >
EVIDENCED BY THE SAMPLE DRAWN FROM EACH LIBRARY

- o - B - o
( : - * "-‘ . T W
i . -
* .

. | . , LIBRARY
\ PARAMETER ' © A B , c
Items on order which were in - 149  (95%) 128 (97%) 168 (927%)
" English** . < -
, Items on‘qtder vhich were in French - 7 (4.45%) None 6 (37%)
Items on 6rdgr vhich were in Gérmhn\v . 1 (0 6%) 2 (1:5%)“‘ ,-6 (3%)
Itens on order which were in Spanish hone , 2 (1.5%) 3° (1.637)
Languages other than above None E None " None
Order card shows LC card #° - o
Yes - 103 (66%) 51 (39%) 23 ~(12%)
No - : < 54 (34%) 81 (6i%) 160 (87%)
Items published in the U.S.* 137 (87%) 121 - (92%) - 154 (84%)
Items published‘outside the U,8.* 20 (13%) 11 (8%) " 29 (16%)
"’ . , ! -
Ratio of U.S., to foreign ‘ . :
publications 7t 11 to 1 +5tol
- \ '
Items in on-order file which-. PR
contained a date of publication " 157-6=151 132-13=119  '183-55=128
‘Items in on-order fiie vhich were
. published in the last ¢ years e - .
o (1969- 1974)* 127 (84%) 96 (817%) 86 (67%)
Ratio of current (published ir last |
. 6 yeqrs) .to -retrospective ‘ 5to1l 4 to 1l 22to 1
; | * Location (domestic or foreign) of publisher was taken from Americgu Book
A Trade Directory, 20th ed., 1971—72 o | ? )
R Translations were considered to be in the language of the purchased piece.
: i Books in several languages, one of which was English ware cdnsidered to
e " . be in English. : -

%% n here does not include items for which no date was 31VEn, i.e. records,
standing orders, sheet music, etc. y

105 .
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. . .Table 12, ', . e | | L :
('. . ’. o . , - . t "- , .-:’ “..-“‘ ' _'f‘\ vt o -
* . " - : L - ] ' 2. ’ - * . . " " * '
o s\ ,_ . o s,
- DESCRIPTION OF THE ON-ORDER FILE SAMPLE METHODOLOGY AS, ﬁSE_D IN EACH_LIBRARY
T . -f ’ & ' ‘ * s " . . : ' ,
o A of N - - . !
: ' R A . LIBRARY . " o S
Y N F'n . rf :‘! . - 7 - .“ . o’ . .
‘ e — PA.R?MEL‘I:ZR — _ . A ‘ B - C
Sample was drawvn on (date) |  April 2§ April 26 . April 25 .
Comparisons were qade'on “ | ” . )
(date) : April 28 - April 28 “ _ |, April 27 - ’
. ' h) . V
_Population size  -. St - 1884 ., 1475 _ 2379
. - . \ ot [N “.' " ) * . -
Sample size ~ o . 157 (8,33%2) 132 (8.94%), - 183 (7.69%)
: ' ” every 12th card every 12th card every 13th card-
From the fiie in Libraéy-A | ' T
‘ . -(n=157) there were x items ’ - ‘ .
| ———also_on order at ' 7 (4.467%) . 4 (2,55%)
- m“**——«-‘..___‘__‘___h__ . ' }Q ’
From the file in Library B P
(n=132) there were x ftem. * )
also on order at ] 3 (.22) *© 5 (3.29%)
Fr&m‘the £fle in Library C - b ' o ; SRR
(n=183) there were x items . : ' . |
also on order at . 5 (2.73%) 9 (4.912)
<. .
- - ‘. " ‘
- ‘ *
U" . l -
_ERIC . o o 9% 106“_ e : ~e
' . : ' - A T - ) ¢ o . ’ IR




Table 13. *
DISTRIBUTION OF SAMPLES TAKEN FROM EACH LIBRARY -
( B Ok-ORDER FIDE ARRANGED BY DATE ISSUED (PUBLICATION)*
- . - LIBRARY LIBRARY .. LIBRARY
: A .(N =.151) g (N =119). c (N = 128)
. 1974 28 18.5% Y4 337 - 12 9.3%
73 .9 0 N.59 - 39.0% 50 42.0% - 23 +17.9%
% 72 T 25 16.5% 14 11.7% 15 11.7%
71 | | 4+ 2.6% ;15 12.6%. - 11 8.5%
70 - : . > 6., 3,9¢ - -7 5.8%° X5 11.7%
, 69 ' . 5. F9x 6~ .%07 10 7.8%
¢ . .”
R 68 . 2 1.3% .17 sz..‘ o3 2.3%
o Y A ' - 5 3.3%,c & 332 ' Np3 2.3%
T 66 / W3 2,32
VRS 65 - 3 1.9% 1062 3 2,37
o 64 2 1.6% -2 .1.5%
. 63 3, 2.5% <2 1.05%
- 62 "2 1.3 3 2.5%- 7 °5 3.9z
61 1 .62 1, .8 - .2 1.5%,
. 60 : 3 1.9% R ~o2 1.5%
59 L 1 6% S L3 2.3%
58 ) . 1 062 \' ‘. O I_ . .BZ
57 ' 1 8% "1 8%, .
56 .- S _ - 1-  .8% o1 .8X
© 55 . 2 1.3%. L. T
54 T ‘ ) 1 - 64 . e
50 -y . 1 * 8%
48 i | . . . . .1 ) 62 . , ) 1 . .Bz
. 47 ‘ ' - . . . el '6.4 L 2 _ . . . :
: 46 N O & : . ;2 1.5%
T 44 g I b : 1 .8%
40. ) o 3 o a ‘ 1 .82
37 _ | -1 7 6% 4 L
3% - - : L2 1.5%:
18 a - . 1 8% Lt
17 | . . T . 1. .82
16 S o RS W+ 13
0 ' . Lo 1. 7 .8x” oo
- 04 B | . S .
1900 - _, o /8@ 1 827
1888 . - | | L. 1 8% - :
‘1864 - .10 Bk
Not Usable (no date) : 6 - : 13 N - . ‘
Total ~ 157 o T132 o 1837 T
. v . . : ' I g . '

®* Reprints and publications issued over several years were counted With the
most recdent date.

. #* Items with no date included: ot ypt published, serials, records, sheet :
( music, and cont:f.nuations. et s . : ‘
+ NDSU N = 151 e
Msc N~18 ool < -
CC - N ="128. SN
ine -




Table 14. ' | .

| ' ' ' OVERLAP BETWEEN THE ON-ORDER FILES
e OF LIBRARIES A, B, AND C WHEN COMPARED AB, AC, BA, EC, CA, AND CB

L
Size of v , .
S On-Order’ Overlap (Titles) With Library ™
. File Sample ’ R _
Library - (Population) Size A ) B ‘ C
A . 1884 157 S B
. BOundS Of 95% C'I', . “ 001 - 008.. .002“ .049,.
. . Chances of overlap 1 in 12 1 1in 20
B \ 1475 132 3 5
Chances of overlap : - 1 in 20 1 in 14
C . 2379 183 5 - 9 .
Chances of overlap | » 1 in 20 14412
\‘-i ,
! 5 -
e
’ L]
o .
178

96




Table 15. SUMMARY OF METHODS, FINDINGS, AND TIMETABLE
. FOR THE PROCESSING DJARY STUDY

LIBRARY
A B C
Mean processing time for Acquisitions 3.88 days 3.21 days -
Mean processing time for Cataloging 16.80 days 19.21 days 40.90 days
‘Day when study began or took place _ o121 . 123 |
- ‘ " Qfay 1) (May 3)
\ .
Day when last slip was used by N 156 ) 149
Acquisitions , (June 5) (May 29)
Number of slips prepared T . 700 700
Nunber of slips'planted in Cataloging 100 100
Number of slips given to Acquisitisn . 600 - - 600
Number of Acquisition times collected 240 320
EI ‘ . v.- . - . .
" Number of cataloging times collected 260 - 385 385
Number returned of 100 slips planted ’
in Cataloging Department prior to
day 196 '_ 16. 41
o :
Number of slips returned which could
not be used S 17 50
: v ' ,
95% C.I. around mean processing time 3.39 to 2,93 to
(Acquisition) - ' 4.36 3.48
95% C,I. around mean processing time 15.57 to 18,56 to- 36.28 to
(Cataloging) | | 18.04 - 19.86 45,51 .,
St. dev. for Acquisition times o - 3,76 2,73
St. dev. for Cataloging times 10.03 6,44 45,74
Cut-off time for data gathering 196 ‘ 196

(July 15) (July 15)

Total number of slips returned in :
period July 15 - August 1 ; .

(Day 196 - 213) ' . - 213 , 164
7ET”"# Number of 100 slips returnec in period 4 :
- July 15 - August 1 (Day 196-- 213) 17 50

Revised mean processing time for 100
Cataloging 'samples to include returns

lijkj afteeruly 15 - . ]lf‘{) 203 days ) 28 days




Tabie 16,

OVERLAP AMONG ACTIVE SERTALS/PERIODICALS (TITLES) RECEIVED

BASED UPON TRI-COLLEGE UNIVERSITY LIBRARIES UNIOY LIST OF SERIALS
SIZE OF ACTIVE FILE (n) = 7,453~

*

Active Titles

Active Titles Owned Jointly With

Library Currently Received By A _413 C
425 230
A
102 6%
425 204
B .
232 . 11%
230 204
c .
16%Z 14%
1. As of April 29, 1974
~;\K\‘\

1:
98

0O

N
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Table 19 .

1973 INCREASES IN SUBSCRIPTION PRICES OF SERIALS

A

101

Title _From ) To_
Bioresearch Index $ 75.00 - 400. 00
Biochemical Journal ~180.00 | 265.00
Chemical Abstracts 1,960.00_ 2,400.00
Statistical Bulletin (USGPO) " 1.50 28.70
Congressional Record (USGPOS 45,00 100,00
Currént Business Reports (USGPO) 6.00 30.10
Index Medicus (USGPO) 63.00 155.00

~ Survey of CurrentiBusiness.(USG?db 9,00 34.45
‘ Commerce Téday (USGPO) 15.00 42,40
America Statistics Index 440,00 790,00
o i
3 ‘ -
] A
’
-14i3
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Table 20b.

( ' wae PRODUC'I_‘]:ON RATES BY LIBRARY DEPARTMENT: PROCESSING/CATALOGING
Q: ™
Library A Librarv B ~__Library C > .
. . * Cataloged :
. Month ) - Books Vols.
' Year Cataloged Accessioned Pudrchased Cift
July 1972 :
August 1972 1,614 642 ' 110
September 1972 : ’ 1,585 460 -39
October 1972 2,130 £875 28
November 1972 o - -1,379 726 h 27
. December 1972 1,674
January 1973 1,193 1,829 990 - b6
February 1973 921 1,144 756 6
March 1973 950 1,297 654 - 21
April 1973 1,194 1,310 859 7
, May 1973 1,455 1,360 o 39 28
~ June 1973 - 1,320 606 . 158 75
July 1973 . 1,563 824 . v a
: August 1973 - "¢ 1,569 . 445 - .1,033 . 10
S - Septémber 1973 - - 1,225 - 453 R '
o October 1973 1,265 ~ " 851 659 56
T November 1973 1,163 © 940 1,036 49
December 1973 - 1,016 " 363 856 18
January 1974 L+ 1,171 1,368 Con
February 1974 770 1,648 1,123 S 149
March 1974 1,276 1,437 950 76

April 1974 .o 1,238 940 162

* Includes new and recataloged volumes.

115
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Table 21.

C ' COMPARISON OF INCOME TAX RATE TABLES BETWEEN NORTH DAKOTA AND MINNESOTA™ ¥

North Dakota Table of Income Tax Rates*~
Taxable Income:

Up to $1,000 Computed at

$1,000 to $3,000 $ 10.00 plus 2 2 of excess over $1,000

$3,000 to $5,000 $ 50.00 plus 3 % of excess over $3,000

$5,000 to $6,000 . $110.00 plus 5 _, ‘% of excess over $5,000

$6,000 to $8,000 $160.00 plus 7 1/2% of excess over $6,000

Over $8,000 $310.00 plus 10 %Z of excess over $8,000
o P " —— e e e e %% e -

Minnesota Table of Income Tax Rates

'GIQ the net annu41 wage is: ‘The amount is:
Not Over $500 ) 1.6%Z of such amount
Over $§ 500 but not over $ 1,000 $ ° 8.00 plus 2.2% of excess over $ - 500
Over $ 1,000 but not over $ 2,000- $ 19.00 plus 3.5% of excess over $ 1,000
, Over $ 2,000 but not over, $ 3,000 $ 54,00 plus 5.8% of excess over $ 2,000
3,000 but not over $ 4,000 $ 112,00 plus 7.3%Z of excess over § 3,000
$
$
$

Over $

Over $ 6,000 but not over $ 5,000 ..185.00 plus 8.8% of excess over $ 4,000

Over $ 5,000 but not over $ 7,000 273.00 plus 10.2%Z of excess over $ 5,000

over $ 7,000 but not over $ 9,000 477.00 plus 11.5% of excess over § 7,000

Over $ 9, 000 but not over $12,500. - § -707.00 plus 12.8% of excess over-$ 9,000 -
- Over $12,30 $1,155.00 plus 14.0% of excess over $12,500

&

* Taken frqm-North Dakota Individual,lpcnme Tax Return.. 1973. Form 37.

*% Taken From Minnesota Income Tax Wiéhholding Tables and Instructions
. For Use On and After.April 1, 1972. Dept. of Taxation, State of Minnesota,
Circular MW-B (Revised 4-72) : . '

*k% Tt ghould be remembered that this is not the complete picture. It does

_not cover exemptions, withholding, penalties, and interest, or the rules
for computing the tax itself. Anyone interested in exploring these
should consult the respective State manuals.
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- Table 22,

DEPARTMENTAL STAFF, HOURS WORKED, AND SALARIES PAID DURIY G FY 1973/1974

¥ o -
-

¢

Department

LiBRARY

Cataloging
a. Units Handled/Produced

b. Staff (People)’
- ¢, Hours Worked
'd. Salaries Paid

euﬁixinge_nenefita (16% of

L
i

d,, 17% of d_, and

: 1§z of d,) 7 .

£, Administrative Costs
(4% of d)

g. Operational Costs (6% of d)

h. Total Operational Costs
d+e+f+g)
i. Unit Costs n/a

. Acquisitions

a. Units Handled/Produced

b. Staff (People)’
¢. Hours Worked
d. Salaries Paid
e. Fringe Benefits (167 of
d_, 17% of dy, and
18% of dy)
f. Administrative Cost
- (4% of d) |
g. Operational Costs (67 of d)
h. Total Operational Costs
. 1. Unit Costs n/a

8,842 titles

12,140 vols.

7,671 vols.

cataloged accessioned added

14 6 10 -
18,624 11,960 8,000 ’
$52,711 $45,449 $28,275
5 . E , ) .
$ 8,433,76 $7,726.33 $ 5,089.50
$ 2,10844 $1,817.96 ~ § 1,131.00
$ 3,162.66 $ 2,726.94 § 1,696.50
$66,415.86 $57,720.23  $36,192.00
$7.51 per $4.75 per $4.718 per -
title vol. vol. added .
cataloged accessioned

14,212*# items

received -
8*

12,064

$38,180

$ 6,108.8

$ 1,527.20
$ 2,290.80

"$48,106.80
$3.384 per*

item

 received

12,140 vols.
accessioned

4
7,800
$30,712
$ 5,221.04

$ 1,228.48

§ 1,842.72

$39,004.04
$3,212 per

« . yolume

®
9,142 items

received
2 »

4,160

$17,200

$ 3,096.00

$ « 688.00

$ 1,032,00
$22,016.00

$2.408 per*

item

accessioned received

4+ Bodies.

# Incic 'es tit;es received (orders, continuations, gifts) slides, filmstrips,

records, and’ cassettes.

"o
s

Includes Part Time Staff.

-&0
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* FY 1972/73 For Bibliographical Search And Order Depts.
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EXHIBIT 1

& .

TRI-COLLEGE UNIVERSITY + 321 NORTH 4ATH STREET "F’ARGO, NORTH DAKOTA $3102 + TELE. 237-5041

s

1

April 25, 1974

Jo: A1l Library Employees R “mrl e

From: Robert'w. Burns, Jr., Tri-College Libraries Consultant

subect: Enclosed Questiornatre ——

This questionnaire is part of a survey being conducted by the Tri-College "L
Libraries Consortia to determine if there are additional areas where
cooperation can take place. We are anxious to obtain the views of all
interested parties. Please complete the enclosed questionnaire and return
it uns1gned in the enc]osed envelope to:
Mr. Robert Burns W A ¢
c/o Office of the Director | o
NOSU Library
North Dakota State University ; .

Enc.

, 139

DR ALBERT ANDERSON, COORLYNATING rROVOSY | |
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=.. EXHIBIT 1 S

* QUESTIONNAIRE

(' _The purpose of this questionnairz is to .obtain staff reaction te the
suggestion, "that all Technical Services functions (ordering, cataloging :
and preparing books for use) in each of‘ the three librarjes should be .
brought together into oae operatimg unit." Please return all questionnaires
unsigned by May 4. ' e ’

-

1. I am in favor of one Technical Services Department for all tﬁree

schools. Yes [ | N{ ] - -  No Opinion
2. Tama . , | o
Student ] | Clerical [ ] Librarian ] .
m-_-.a_‘jjggfgff_‘ssiona1 ]  Other 7] :
3 . I work T T T —

R »

Full Time (40 hr. week) | Part Time (less]£656Eﬁ“hri*week)“fj:;]

T .
—— e

( 4. 1 have b-e':—éh‘eﬁip‘loyed----by..this'-'LiBré'r"‘Y'"‘"‘""““"--“Hw
Less than a year [ ] | Between 4 and 5 years [ |
Between 1 and 3 years [ ] More than 5 years [ ]

!

5. What do you see as the major benefits to be gained from one cooperative
processing center for all three Libraries? -Please write legibly. Use °
the back of this sheet if you need to. Leave this question blank if you
can't think of any. ' | ,

SR 1.0 | e
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" EXMIBIT 1

_ - . QUESTIONNAIRE “(page 2) - - .
6. What do you see as the major obstacles to one cooperative procéssiﬁg

- . center? Use the back of this sheet if you need to. Leave this question
blank if you can't think of any. - SR :

4

7. How and in what other areas do you envision ccoperative agreements
.morking within the three Libraries in question? Use the back of this
sheet if you need to. Leave this question blank if ydou can't think of
any. '

&
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L 2

.

». EXHIBIT 2
-.‘ 4", ' 4 . -

“A QEEEST OF'~  HE NARRATI REPLIES WRITTEF IN RESPONSE ¢O QUESTI%i.S 6, AND 7

Lt A l -,
M N ( -

& e,
.,

Question 5: What do you see as the maJor beqiiits to be gained from’
i

one c00perative processing center for all three L

aries? Please write

-

lqgibly. Use .the back of this sheet if you negd to. Leave'tﬁis question
" tlank if you can't think of any. S | e ’
. I /0 .
Librarians: T , T ' v -

-~

.

"Eliminate dupl-cation‘bf}matefial among the -three Libraries -
This, in turn, would maké available more.-material for circulation.
Each Library could devote more time to serving its patrons by
eliminating Technical Services departments (zore space for other

departments)." _ \\\>beh
"Should be able tq ,be more efficient than three separate’p

essirg departments.

May be able to cuc down on the fast rising rate of inflation by .
this efriciency.

Space in the C Library would be gained for other activities by ‘
moving processing elsewhere." . .

| "Probably savings in time and money." - . . \\\7‘\\___

AR . L |
"Faster availability of material - if properly run.
Less duplicate buying.
Less people involved - Less time,
We would know what the others had."

"]l. Unwanted duplication can be minimized.

2. Possibility of some type of union catalog .available on each
campus so patrons will know what is available on each campus,
If this is not possible, a union catalog in one location with
telephone connections to each campus and staff to anawer.

telephone calls might be a benefit. .
3. Cooperative buying so that each Library can specialize in.
certain subject areas over and ve the needs of an under-

graduate liberal arts progra ~ This could be a benefit or
vice versa depepding on one's viewpoint.

4., More effiptént use aff (both [clerical and professional).

5. Standar
more uniform cataleging and classification.

6. Grant money might be more readily available to a venture of
this type. Cooperative Vventures are popular these days."

T -2
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Replies.to Question 5 (Con't)
* "Seving of profess;onal personnel time in duplication of
‘r . cataloging especially

e X

e T T T "My answer is a qualified ohe - Yes, $f that dept. were in

’ . my building! Many times a day I go to our Technical Serwvice
Dept for consultation. More of it could be done by phone,
however.
‘One. department should save time and money. It should make ‘Lt
easier to cooperate with each other. A joint catalog does not
show what's in process at each library - only the present holdings."

"1. Cost cutting; hopefully.
2. Uniformity in classification among the three libraries making
" for greater ease in ugage..
3. A route thru which even mere effective "shared" selection and
purchasing can be accomplished. ' -
4. Greater speed in processing materials (?)."

"I can foresee a reduction in the duplication of effort per-
formed in the cataloging and classification of materials and S
also in the area of acquisitions and bibliographic seaxch.

Furthermore, t his may increase the effectiveness of inter-library

loan services. . —
% .

"It will save duplication of effort for the three schools thereby
cutting the cost. The time lag between ordering and placing the
\ book on_.the shelf would be shortened considerably."

-

"Initially one would immedlately think of the economies involved,
, that is, the saving of dollars which hopefully this study "of
oo - - the Tri—Qollege Library System will or will not substantiate.

' The uniformity 'of cataloged materials and thus the adaptability
of such cataloging for computer purposes will be more easily
accomplished.
judio-visual materials and the availability of Non-Print Media
Computer Catalogs such as "TCU Library Cassette Tape Catalog”
could become more readily developed with centralized technical
services. In the development and considerations for centralized

. processing, redia materials ahould also play its.ro]e.,

"Obviously one processing center instead of three should be
theoretically more economical for everybody concerned. _It

Tt should reduce if not_ eliminate duplication of effort. It should
' ' also in effect reduce the shortage of catalogers I know to exist
at two, if not all three, libraries by allowing more specializa-
tion and an inerease in output” via "mass production" "

"1. Less duplication of expensive titles resulting in a broader

‘ bagse of titles because of wore available monies.

2. Better utilization of available staff. . _

3. More cataloging ~ original - of materials that sit for years
because LC doesn't catalog it.

L] - ' : ’ ' Y -~
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Repiies to Questinn 3 (Con't)

. 4. Reduction of duplication of effort.
m‘:: . 5. Use of more sophisticated bookkeeping methods justified
by wolume. o

6. Spinoff of a bookcatalog. - . .

7. Possibility of a KWIC/KWOC index to the book collection if
computerized records." '

"One obvious benefit would be the elimination of many unnecessary

duplicates in the three collections. Certainly it would be

easier to avoid them. '

With projects such as the Tri-College Serials list, .the now-

postponed Tri-College A-V list and the possible Tri-College

Film library project, it is also obvious that the three schools

are looking in the direction of one Technical Service dept.

"One office thru which to work would make these and other coop-

erative efforts easier to realize."

"I see a much better acquisition policy for each school developed
which will avoid duplication in many areas and help build up the -
strength areas of each library. Also in cataloging possible
time would be saved in not duplicating original cataloging and
possibly connecting up with a regional or national syStem
would be possible such as OCLC.

A central processing center would aiso lend itself to establishing
and maintaining a union list of books in all three libraries."

’ Paraprofessional: ( ' L .

N "Ideally speaking, one cooperative processing center for all '
' three libraries would help save the cost of unnecessary duplica-
tion in a time when budgets are being cut and enrollments are
* going down. But ~ I believe in a type of céoperation which

would allow each college to have its own processing procedures
and share information about items of a céertain cost (set a cost
price) which do not need to be duplicated in each library.
Can't this information be shared without going to the lengths
of one processing center." .

"puplication of orderssprior to teceipt of book, when the two
colleges would not know of the other's order until a catalog
card was sent after the book was received, would be a prime

“ advantage...to avoid the duplication. .

' Equipment such as labeling machine, céuld be used full time by
a skilled typist. Full time "mende}" to tip in plates, etc.
would be more skilled than student §elp, and the three colleges

- could benefit for this reason. Spegial collection care and
labeling would be essier if a pattesn were set up for it,
according to common needs for items such as education, curricula,
and other collections. Techniques could be sharad if one has a
better or more satisfdactory way of doing something.-

, Clerks used to checking ir shipments of books, and verifying

.. worders would Be more proficfent than those whose time is only

' (: CoL - partly so spent now. One college would ‘only need to maintain

r a file for proof slips. ) ‘

| 124
\ e . | 112




U T~
Replies to Quest¢on 5 (Con t) o T

Pre-sorting and preparing catalog cards alphébetically for all
o : three colleges would result in the work being done by persons
(r o more familiar with fiLing rules, speed and production should

. - increase with experience."

Q}érical:
: : ’
"One of the major benefits I see is that all the processing
would be uniform, which has its obvious advantages. The proc-
essing costs would probably be less done on a collective basis
such as this, and there would probably be less discrepancies

'in processing when there was one central center, especially in h
duplications, etec."

"As far as acquisitions goes, I can see a great benefit from one
- processing center. This would, or should, greatly reduce the
ordering of expensive duplicates and less frequently used media."”

\ |
VTime saving‘factor, plus efficiency. Also I think that if the
libraries did work together on this---it would add dimension to
" their relatfonships.”

"It_ghould be financially beneficial to coordinate book holdings
(preventing duplicates), shipments of books, ete, There would
be better organization and more speclalization, as in cataloging,
saving time in paper work. Patrons would receive better and
faster book service between libraries when we all know what is
available and where. Book ordering and cataloging would be
accomplished faster out of one centralized office."

“]. Larger collections of books because of the lack of duplica-
tion of titles that are not in popular demand and can be
transported to the patrons-in need.

2. Because of the job benefits that are given ir the Minnesota
schools, think that N.D.S.U. personnel would greatly
benefit inxkﬁlary schedule and added benefits."

\
., "Unduplication.”"

+
L 3

Student: ’ R\
"Many times materials are not available at the li{brary either

. because they are i: use or are at the bindery. " Since the Tri-
College shuttle service has done much to allevidte -these problems
. i I think central processing would also be a benefit. Exces=ive
duplication could be avoiied. Having the materials cataloged
in one place would ease the problem of adjusting to the different
libraries’ processes. .

"L can see that it would mean a reduction fn the amount spent for ,
personnel in all the libraries.
: At the same time there would also be uniformity among the
( ' libraries. There would also be a reduction in duplications and
) | T a greater variety of materials to offer patrons.”

125
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Replies to Questicn 5 (Con't)

7 "I do not feel that I am qualified to answer any of these
( ' questions—-sorry."

"As long as none of the budgets were cut because of the merger,
it probably would be possible to use time and money more
efficiently. Would this mean that workstudy assistants from
all three libraries would work at a centralized unit? Would’
it cut down on the amount of help necessary? I guess 1 would
1ike to have more information before I say definitely "yes"."

"All books will be labeled similarly, which would make it a lot
‘easier for someone to understand how to find books."

"A11 will be classified the same way. May make it easier to know
what each of the libraries have."

"I think it would create many problems to combine all three.

libraries. It would be difficult to determine the locaticn .
of the processing center. It would take more time to move the

books to and from tie processing center meaning students and . ¢

staff will have to wait longer for books ta be put into circu—
lation."

P "None."

"It wouid be better if each library could prepare its own books

because it would avoid unnecessary handling but 1f an efficient

means could be developed to tramsport and process the books in oo
i ' one process for all three colleges it would eliminate a.lot of . 7
, unnecessary overlap ard save time and labor." )

"I can see the wisted efficiency often as a library asgistant
| ' ‘ who 1s just a student on work study, but the jobs available to
1 students thru the local school library are very important. While
: : one center for processing would possibly save money, it would
i ' ) make opportunities for work study even harder to obtaiu. I

! don't believe either the studenta or administration want that
: here." pad

| _ "I see no real benefits ~ it probably would create a lot of
confusion.

"I think the major benefits would come from pooling the resources
of the three colleges. For instance, could spend a terrific - e
amount on something they otherwise could not afford to spend . e
and all three colleges could use it." :

f‘,"nopefully, accessibility to each's card catalog. It really

helps in looking up subject headings in the card catalog. It .

. would supplement the other. ‘ .
~ . Shuttle sometimes takes a long time, especially ii the other

Py Co : two libraries don't have the book. With the other two card

‘: : | \ catalogs, one could see imrmediately what the other two had and
- | : go from :here.
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Replieé :Q'Question 5 (Con't)

"Complete cataloging of all books so one knows what books are
available in the Tri-College."

"Efficiency, less redundancy.

Added space to library. . ,

Cooperation between schools, analysis of methods - improvement
of facilities and staff." '

"Fhe books ordered could be dispersed throughout the three

libraries. If only one copy is available it should be available -

to all students until another copy is purchased.
.Comment: I like the idea of the Tri-College system for ordering
copies of books not available at my college."

Question 6: What do you see as the major obstacles to one cooperative

processing center? Use the back of this sheet if you need to. Leave this

-

question blank if you can't think of any.

Librarians:

"Distance.

Variant procedures. .
Two state systems increasingly tied into separate scate-wide
systems." : :

"}. Different laws governing the three institutions would be a
major obstacle unless changed through legislative or other
methods.

2. Most employees have chosen their place of residence in
relation to the place they are now working. It would be
inconvenient to travel across town to work when one is
used to walking to work.:

3. I foresee problems in determining who the exmployer would
be. Would it be the Tri-College University, one's present
employer, or someone else?

" 4., What effect might any changes in employer have on tenure,
faculty status, faculty rank, retirement programs, etc.?

5. What regulations would govern the clerical staff? Would
Minnesota Civil Service, North Dakota Civil Service, or
some other form of regulaticn be used? '

6. To whom would the processing center staff or it's director

~ ({f there is one) be responsible?

7. Cooperative selection and purchasing may tend to strengthen
each library collection in certain subject areas to the '
detriment of other areas. On the . _ Campus the science

 collections will probably suffer because ____ already has
- greater holdings than _ _ in this area.” |
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- Replies to Quéstion'G “(Con't)

"Acquisitions - adopting policies of three institutions.

(: Cataloging - decision where should center be based.
Personnel ~ need new staff with familiarity in cooperative
ventures - can we add staff in these days?" :

"State laws regarding a.counting and use of state funds.
Location of the center.

Personnel policy problems.

Maintenance of existing card catalogs.

Problems with special collections at each library."

"1. The handling of special collections - as 's Curriculum
Materials Center ‘where the Dewey Classification System is.
still used, and where there is great variety of format

: and special organizational problems.

2. Also archival collections; historical; gift, etc."”

"Development of processing time lab.

Expense of union shelf list.

Coordination of employment - two states and private institution.
Legal ramifications oi expending funds due to state boundaries."

"Cataloguing details - Each library has its own special markings, etc,
Loss of jobs."

"Can catalogers agree on method of doing the catsloguing -~ or
agree on end product.

Difficult to find location for the center.

Difficulty of State institutions to get permission to help fund
this center."

"Differences in cataloging may necessitate a libréfy s'cﬁanging
a number of books to agree with the unified system - €.8.,
fiction." :

"Difficult to fit new numbers into shelf list because of cuttering -
used for in-house cataloging, especially in fiCtion{"

"people afraid of their jobs: -

People afraid of losing autonomy, authority.

Organization."
"Agreeing on procedures and methods. )

'Personnel problems - transfers, etc. Some may not want to
change location. Salaries -~ Minnesota much higher.
C

i think the one big obstacle is "my way is best". Compromising
doesn't come easy, and-the libraries in the Tri—tollege are no
different. As a member of a Tri-College committee and having
sat in on discussions of possible Tri—College projects and I
feel that our biggest problem is learning to do things a new

- or slightly different way."
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Replies to Question 6 (Con't) Lo ' <=

. "], The separation of tech. processes from the home library
- catalogs. :
(: : 2, Catalog maintenance.
3. Uprooting some staff from their place of employment.”
"l. ___'s state-contrplled (and therefore, to some extent,
inflexible) procedures. . ,
2. Inability of librarians to change their habits..
3. Legal considerations (that State line...).
4. Willingness of all three administrations to support the
endeavor equally. .
5. Possibly, some teaching faculty (those who like to check
on their requests and survey recent acquisitions) will
object to having these procedures removed from their campus.
6. Mesling staff from the three libraries may take some '
adjusting. . :
7. Those who are transferred may be reluctant to leave friends."

"1. Money - all three séhobls would have to commit themselves.
2. Jealousy - who does what, where. Some adnministrative
jealousy perhaps, but mainly faculty." ~

“j. Provincial attitudes.

2. Legal strictures.

3. Lack of pioneering spirit.

4, Salary and other mundane constrictions.”

"1. Lack of cooperation from participating units. .
‘ _ 2. Trauma to be faced by somecne who will no longer be a
llchief" . " .

"I'11 bet a major obstacle will be & degree of fear on the part
of Gatalogers, et al, that some of them will lose their positions
vhen and if centralized processing is effected. No librariams
at have tenure, for example. This may result in a degree ,
__ of resiscance, perhaps-largely-subconsecious, which could surface -
in the form of intellectual evasions, i.e., reasons centralized '
. . ~ processing won't work vell ‘(ratfonalizations). ! ' , 3
- ’ Another thing that may militate against centralized processing .
is an occupational by-product of cataloging: inflexibility, \
that would work against compromise in some way, pérhaps over
small details, unless a sort of Henry Kissinger approach skill-
; fully and diplomatically overcomes this. : -
Another obstacls would be the reduction of active and ongoing
communication between the processing department and potential
pacren vhich may decrease the usefulness of the material because
1t will ba legs likely to be tailored to the needs of patrons, o
And, a centralized processing agreement, being difficult to B
develop, orce in effect, may be difficult to alter as time goes RE:
on so that it loses its service-crientation with the passage of =

tim. i
_ So far I have seen great sluggishness in developing cooperative L
_;(E; . agreements and see no. reason why this one would be any different. o

Perhaps it's that 30 far there hasn't been strong leadership
with guthority .to carry out actions.”
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L~ ‘Replags to Quention 6 (Con't)

; . "]1. A major effort would be the establishment of a union list

(t . of holdings for the Tri-College, of all materials in the

\ three libraries. S

2. Some conflict will arise witﬁ'fhe current practice of SU's
cataloging and classification of periodicals. The trend
seenms to be toward such a practice, especially in the larger
academic libraries. - '

3.  Awareness and accessibility may provide problems,"

"We would have heed for fewer professional librarianms.

A loss of independence in decision making for each school.
While the above are real obstacles they certainly can be over-
come. I believe the cooperative operating unit is the only
route to take.' 1 . ) :

4

Paraprofessional:

"It seems that the staff of the library where the processing.
center would be located would be almost constantly involved in
the unpacking, checking in,.repacking and shipping of materials.

" Since the three colleges involved have quite separate curricula

- it seems unlikely that one processing center would save that
¢ . much in duplication, and much of what is already duplicated .
: among the three institutions is necessary due to usage. Perhaps
it would be more advantageous, especially from the standpoint
of eliminating most of the work from one location; to form a
committee including staff members from the libraries of the, three
colleges, or persons hired specifically to review the orders
from the libraries and thus eliminate unnecessary duplication
in that way. The Tri-College loan system gs it.is set up now
seens to work well." ' S .

e

"Budget sharing and cost allocation would be very difficult, but
 not impessible. if the various college "rules and regulations”
were amended to allow for it. _ ‘
Not having one's book in one's own ljbrary until it was ready for
- ghelving would at first seem difficult. However, it should make
no difference as a book should not be available ‘to anycne until
properly classified and ready for the shelf, '
If one library has the room for the operation, and was reimbursed
for building overhead, it might permit the other two libraries
to use cataloging area for other needs, and either avoid over-
' . erowding or.even new construction for expansion which might be
needed were cataloging operations kept by each college.
The physical carrying of books to the two colleges where no
cataloging was done would be quite a task, and require boxing
to avoid damage from weather and handling. -
Some -11st of books sent (invoice or packing list type) would
have to be preparsad to accompany books as college would have
to sign for receipt of volumes delfvered to them."
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" Replies to-Question 6 (Con't)

" Clerical: ' '
: S Y . o /

(: "Gaining initial approval and a continuing commitment from each
of the three colleges,
Obtaining agreement on a location for the facility, and other
technical probiems, such as standardization of procedures.
Differer‘es in pay scales for staff members from the different
college : .

"If there would be any positions lost it would be bad. Student.
wives- living close to one campus and having to work at another
would have the problem of transportatfon. Deciding vwho was
~going to head the departnents and what procedures to use could
. be a problem. Right now it seems to run smoothly and it does
: : ' seem to be a waste of tire and money to get them together."

"Location B ’

a. Who will give up precious space for this center?

b. Who will pay for a possible new building or rent for- use of

‘ existing facility? Iu seems to be quite difficult to get
funds from legislature, at least.

c. How many euwployes would be willing to travel to a new job
site in order to continue working for the peanuts they now
work for? Not many at . '

d. How many employes would be willing to tackle the job of
packing and unpacking volumes day after day? Some of these

" are mighty heavy.

e. Who would buy the trucks needed to handle the transportation
of materials after preocessing?

f. How will mix-ups be prevented? TIt's hard enough keeping

- track of things in one library. also maintains three
branch libraries which would mean an additional step in

_ transportation -~ or more complex processing.
g. Where would the records be kept? Processing is not possible
' without them, yet it isn't possible to maintain a library
without them., Would this mean the creation of a whole new
set of records?

h. How much time would be wasted. unpacking new materials, sorting,
processing, packing again, loading on truck, unpacking agaim, .
sorting and shelving? Unpacking and arranging materials in e
an orderly fashion is a time-consuming job.

1. Can't say I would envy anyone who would have to make a
living trémsporting this stuff during a North Dakota winter..-r

I say "bah-humbug" to the idea of a cooperative processing center."

. ‘ "Honey - couldn't we think of "something” to put our money into

here at this library. Could this be wasted time and effort on

everyone's part?" *

“The biggest problem is probably employee-wage differences between

Minnesota and North Dakota. That would have to be worked out to )

v'(j avoid complicatione, i.e. Minnesota Civil Service and North Dakota
State." .

31, ,
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"Replies to Question 6 (Con't) o '

“]. Time check-outs for materials would have to be the same
length. Also late fees have the same rules governing collec-
tions. Who would utilize the money collected - the college
collecting or the college from whom the book was checked out.

2. Crossing state lines with the personnel. Job classifications
and benefits afforded to onz state employe and not in the *
other state. Who would be able to work in a Tri-Colleg: ’
‘office and vho would be on the campus? Would the person on
the campus have a different pay scale than one in the TC
office?

3. Transportation of the books from the TC office to the campuses,"

Who? When? How? _

4. Office space availability on any campus or downtown?

5. Waiting lists of students wanting the same materials.

6. Who would pay for materials previously requested? We have
some orders that are two years old. :

7. Bow would we handle payments? Would we write the checks
and have a bookkeeper for TC or would the respective colleges
have to do this."

"Loss of personal contact of cataloguer with college. This cannot

actually be considered an obstacle. ‘ '

1s delivery of books to two places a problem?"

Student:

"I don't think there would be as many duplicate books if they
were all ordered from one place. If SU doesn't have a book, SC
might hinder Tri-College shuttle for books.

Also might not employ as many people."”

"Legal problems - can NDSU have operation in another state? Also,
will do away with student jobs badly needed on NDSU campus unless
NDSU students will be giverm same chance as MS and CC students in
applying for and obtaining jobs tn Technical Services (assuming .
location will be in Moorhead) and can use shuttle system to get
there."

‘"Staff relations between three libraries may be a problem. As well

as elimination of some people's jobs.
There may be some ‘financial problem, because the colleges are
in two different states." - ‘ .

-

"The job of integtating the filea and staff of all three would be
overvhelming." ,

"One major obstacle to it would be the cost of a new . building
and in moving into 1it, vacating the previous precessing centers
and thereby creating the necessity of remodhling to somé extent."

"Many people would be out of jobs.



Repliaé to.Question 6 (Con't)

L "It may become too impersonal and-inefficient. The way it runs
‘: b *- mnow makes it easier for all of us to watch-for mistakes’ others
= make." : - ,

"One thing would be a location that would be convenient for all
three libraries and the people who wouldmbe employed there. Also,
is it possible the budget could be ciit baék 1f the funds for '
ordering books and hiring help were combined?"

"It seems tliis would be a hassle for those who are already doing
it - if done cooperatively, people from the three colleges would
have to work there "(transportation?). If everyone who was .
required to work there did so, would the facilities be large
enough to handle increased staff, storage, and processing area?
Since the colleges already have these facilities, it seems un-
economical to expand one facility. This money could surely be
utilized for independent college expansion (thus Tri-College.
expansion), instead of expanding a facility already being done.
To me it seems a waste of money.

Sure the expansion would bring the three libraries closer together
in functioning, but why should the Technical Services be incor-

‘porated when the libraries' ordering, processing, etc. is
efficient.

Also, I feel that this would be a bother for those work-study
stadents who aid in these services ~ Would work-study aid be
limited to where the facility was located (one college)? Would
the other college work-study students have to be transported over? . 8

: This money could be used in expanding the collections of the '

- three libraries: (And instead of libraries repeating book
' selections perhaps a cooperative in book-buy intentions could be-

used among the three colleges, instead of having a central
N services."

-»

: o "It would be difficult to get. books to thé, libraries quickly
.o - as opposed to each library having 1ts owd’ xnystem. It would

' also be hard to finance since there are /two different states
< ' involved as well as a private college. There would be diffi-
culties in locating a person who knows what 18 going on. There a
would be much more red tape to go through to get to anyone in

- - v

4 authority. If it doesn't work any better than the Tri-College .
' system it won't be worth it." ' T r -
‘"Where would it be?" - - B : B | f‘i

"I gee no point in it. It sounds very impersonal."
. , "Trying to ofganize it in the'beginning'would be chaotié.“

"Division of labor among the three various headn of the proceasing

’ : services In each school sc that there 1s no loss of position-

' N S involved in the change-over.

> "7 Not all three schools have the-same system of classifying and 5
(: ' processing books and how much will they be willing to change?" “ e

e | °' ' , 1z s
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I Replies to Question 6 (Con't)

L “"Administrative red-tape would take a lot out of any cooperation
( . . benefits." .

"If student help is needed, transportation may be a problem."

“1. If something is donme wrong, which will invariably happen,,
the book, card, or whatever, has to be sent back to the
Technical Service department. The way things are now, they
can' be fixed right here. -

f_‘“ ' ” 2. Won't 2/3 of the people now employed in- this area lose their
. » jobs?
) Lo 3. Where would the TSD be? CC, MS, !? Any of the three will
| - be inconvenient for the other ‘wo." ' fo~

"If one school can originally do it faster, it would¥slow down’
’ the process for them.

Organization

Separate collections within schools.

Enough contact with libraries.":

Question 7: How and in what other areas do you envision cooperative~”
agreements working within the éhree Libraries in question? " Use the back of

this sheet if you need to. Leave this question blank if you can't *hink of

© any.
Librarians: . | .
‘ "Film library. o \ )
‘ : Certain types of AV production." (
o "Space problems.
MSC needs Foor 3 and 4 to enable new ways of teaching using
library, etc. )
‘ NDSU needs new library building. : <
-, : . Eventually a central storage facility in which seldom used
' . . ' materials can be sent ghould be bui1t rather than expensive
library structures.
Combine media education programs into one with personnel
g teaching recruited from all three colleges." . -
"Even greater and more regular communication’'among catalogers,
reference librarians, etc."
"Curriculum Center materials and A-V materials could circulate
among the three 1ibraries. -
' Sharing of personnel.”
o "I would see subject areas designated for each 1ibrary which
:( . would hopefully avoid some duplication and strengthen each area
- more than could be done now., "

. 8
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Replies tc Question 7 (Con't) o _ &

"The exploration of the exchanging of librarians in various
: departments would be of benefit in many ways.
(: . Initial investigations thru the Tri-College Library Committee
: ' : on Media have shown thar there is interest in cooperative audio-
.visual projects; however, the primary reason for further investiga-
tion is lack of staff to devote to these projects.
The Tri-College Center for Media (audio attached) was propo:sed
sometime ago; this still continues to have possibilities and is
uow being done on an informal basis at lesst partially at .
_ The area o6f Library Instruction within the TCU Library System
- also has possibilities; the = ~ Library began the development
. o : of various sljde and tape programs for such instruction. These
' have proven to be successful, Now the next. step would be to
-~ develop more specific programs thru cooperative efforts with the
other libraries." '

"In public services area would be difficult to say except for the
obvious one of uniform identification and uniform check-out
methods and regulations. 1f something circulates at one, it
should at the other." . o -

"A single library card for the three schools and an automated
charge system for circulation."”

"There is at this point no telephone communication that I know

of between the catalog departments’ of the libraries. It is my

- general opinion that communication is important just on general
principles that when people communicate mure, they are better -
able to work together. Also, I don't know whether there is much
sharing of irnformation on reference questions or problems that ;
came up, although. there is interlibrary lioan.

I think it is very important that a complete Union Catalog of

all materials housed in the three library systems be developed.

"l1. Depository for little used materials. .
2, Coordination of government documents and serial publlcations.
3. Closer lialson with all sctools involved in all areas.

‘"We already have interlibrary loan cooperation, wlth aé{ectlon and
processing coordination it would make reference cooperation more
feasible. Via KWOC lists each department would have surer know- = @
ledge of what (ref.) books the other had that they did not. :

Can't think of further material cooperation." -

"}. Union lists and catalogs. '
2. Possible exchange of staff members.
. 3. Cooperattve ‘purchasing.
4, Continued growth and development of all the cooperative;
servicc; now being offered." " . ' '

-
- .

"Teachling Libra;y Science." | Lo

\) “ . ' ) ' 123 * ) ) " ‘.‘ '9’
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. “ .
Replies to Question 7 (Con't) ”
"Disg lays.
Hours open. '
More knowledge of the others resources."

"A start has been made with serials:. The print-out of periodicals )
is very useful as is the shuttle system already in operation.']

Paraprofessional:

A

"I wouid recommend the development.af reference-bibliographer . -
positions (such as those outlined by Gration and Young in College
& Research Libraries, Jan,, 1974), each of whom would be responsible
for a broad area (e.g. Social Sciences), and each of whom yould
serve all three schools. They would coordinate beth book selection
and reference service for Tri-College librarians and would be a-
significant encouragement to the-academic community 8'vdewing the
three 1ibreries as an integrated callection.”

'"Shared librarian time to-be able to have expeyienced professional
to check filing'in the separate libraries' card catalogs.
Discontinue purehase of new books in an area where the'particular -
college has né area of study taught in that discipline. Depend
on the college for she books on-that subject,” with promise by
that college to keep area properly  filled and supported by new
purchases, if college teaching that "subject' agrees to maintein
that area of knowledge. . ’

' Consider transfer (exchange) of books from one college to another . _
on a permanent loan type of agreement if outright reciprocal , ' <,
exchange 1s impossible, or college reguldtions forbid disposal
of propcrty in such a maner (i.e. trade, sale, exghange). .
Rather ‘them expand the Tti~College Xexox of periodical articles,,

a more regular free bus running on the hour between each two '
colleges, so that students of all thrée could -then use the collec~
tions in each of the other two libraries."

' » .."‘ | ) |
"Special collections ava 1ability. ’ - ' - . .

More, "at home" cOOperation recognizing the necessity to come
. "up to standards".

Set up other library s persdnnel. . . .‘j

"It would be- good to see the departments working more eloaely with |
. each other (a8 opposed to one centreluprocessing area), especially
in the cataloging of materials. _ . : s

. D

"I would like-to ‘be able to have edcess to-the two other eolleges
card catalogs. ' . . | . e
Shuttle service does take & long time. ' T L e
It would be nice to have three card eatalogs ﬁor researching n RS 7
subjects to supplement.™: . : . :

4 -
*
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Beplies to Question 7 (Con't) | Lo s UL
Clerical: ' - ' g : ;41 o

"I think there should be one uniform -library card for the students
of all three colleges. Odcasionally, someone from qQne'of the
cooperating colleges will want to check out a book from this
library without his college I.D., This caanot be done, since we.
have no way of chacking whether he is a student or not. If all
students had one uniform .#rd to show when checking out books, "
(including part-time students), this would be easier. (Part-time
students do not receive I.D. cards.)"
"Having a joint rare books collection. :
. Joint documents collection (along with UND)."
"Union catalogue. : .
* Combined acquigition.
Merging of the three libraries inLo one, either by establishing
a central library with core reference collections in the campus
-.branches, or by dividing books among the colleges by subject. .-
This would call for improved transportation between libraries,
as browsing is an important educational process. Maybe a Tri-
College. monorail....”

"A print-out of all holdings in Tri-College as we have for period-
icals would eliminate phone calls and/or sending requests via
TWX machine." :

"1. I favdr continuation of areas in which the libraries are now
cooperating. These would include the shuttle system, ~
computer print-out of serials and periodicals (and A-V
materials), etc. .

2, I might favor a cooperative effort in acquisitions. This

~would seem to me to be fairiy simple thing to implement, witk
most of the work being doneg in each of the libraries.-
3. Cooperative cr.aloging would be a possibility in some areas,
though I fee' this is an area best left for the catalogers

to comment ¢ .* /.

< / '
"I think a valuable thing to’do would be a professional exchange". .
For a period of, say one or two weeks, likirarians of the same
departments in each 1ibraﬁ§ would exchange. It could be a useful
' tool not only in bringing new ideas into_departments and the
library as a whole; but would aid in bringing all three libraries
«closer together. ’ . .

Stu&ent:

"Card catalogs or microrfilm of each other's books records, .
perioaicals, etc. _ .

} M >
"Personnel could get together — Administrations need to work on
nonprofessional attitudes tovards employees. Employees are first,
human beings. 1 ’

3 . o .
LSy )
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Repiies to Question 7 (Con't)

"Library Science program between MS and Concordia. .

- Reserve?

Microfilm of card catalogs.
Public¢ity of services."

"The library syStem of the Tri-College is already very cooperative..
As a student I have used the facilities at both the other schools
and had no problems. : .

"The times they are open for student use (hours and number of hours
open.)" ‘ o

v

"Ordering neW‘books. o - .
"There should be greater use 6f the three libraries. If 1c | y
changes to a central system it would have to be quicker than -

the.Tti—College system works now. It shouldpn't take so long."

"Why not combine acquisitions for all three and Jleave technical
servieces in each -library. That would "avoid duplication in orderiung
although decisions would have to be made as to which library .
would house which new acquisitions.

“Increasing tue efficiency of the Tri-College shuttle. Combining
card catalogs or using a print-out to show materials svailable

- in the other 1ibraries.

“Maybe the reason I don't believe in ordering, etc. is because I
don't believe on relying so much on interlibrary loan. I think
many students when looking for a book and can't find it "don't
bother" with interlibrary loan because it takes time to £f11l out
papers, keep checking to see if the book is 1in, getting it back
on time, etc."

"Student print-outs."

126




EXHIBIT 3c
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MOORHEAD, MINNESOTA
56560 g

CARL B. YLVISAKER LIBRARY

April 5, 1974 gest
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(Professional)
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(Professional)
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Professional)
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" EXHIBIT &

" PROCESSING
DIARY
- STUDY .

' Please keep this siip
with the book at all timres.

P]ease‘pr{nt using
month, day, year.

1. Book arrives in Library
Date . Initials
2. Book Teaves Acquisitions
Date ' Initials
3.” Book arrives in Cataloging
Date ; . Initials
4. Book leaves Cataloging
Date_. . Initials
~ Corments: _ ~ N T

Please return all slips
to Library Secretary,

- who will forward them ‘ * 

& to Mr. Burns.

Moorhead State Colfera Library
Moorheay, liisursola 86560
112
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TECHNICAL SERVICES FILES INVENTORY

TRI~COLLEGE WIVERSITY LIERARIES -  DATE:
( Brarr: ___NDSU wC  __ccC

DEPARTMENT ¢ DIVISION:

FILE NAME:

ACTIVE: IRACTIVE: IF INACTIVE, HOW LONG7:

FILE LOCATION:

BOW IS FILE ARRANGED?:

- SIZE OF FILE: . "

WBAT DOCUMENTS ARE IN FILE?:

@O PULLS FROM/FILES 1IN THIS FILE?:

' WHO CREATES/GENERATES [ATA TO BE ADDED TO FILE?:

WHO (WHICH DEPT. DIVISION) IS RESPONSIBLE FOR FILE? :
.~ PLPER | |
—__MICRO

o MAGNETIC/MACHINE-READABLE

NOTES:
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Quarto
F
1221
.. T3
W47
1973

EXHIBIT 6

¢

USE OF QU.:‘\RTO N THE CALL NUMBER

United States. Department of State,

West, Robert Cooper, 1913. . :

Cultutal “eogeaphy of the modern Tarasean area, by
Rolert C. Wegr, Prepared in conperation with the United
States Dept. of State as o Project of the Interdepartmental
Committee on Reientific nd Cultural Cooperation, West-
port, Conn., Greenwood Press (1973,

¥, 77 p. s, 0 em. fo cempleny contents sca myin euliy

Reprint of the 1913 ed., which (&'as Issued ns Pub!lc'atlon po, 7 of
the. Smithsontan !nst!:::t!-m.'Instluzte 0i-Soctal Anthropstogy,
“Oce of a serjes of ™oaegraphs ucseriblng the results ¢f the Joint

field Javestizutions of the Instltute of Socfa) Anthropology and the
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L C EXHIBIT 7
CATALOG CARDS ILLUSTRATING THE FILING ORDER USED

FOR CORPCRATE ENTRIES OF U.S. GOVERNMENT DOCUMENTS

*
-

} OOCUMENTS a
COLLICTION .
3K ATV DESK .
U. S. Congress. Senate. Committee on Government O pera-

tions. Subcommiitee on Intergovernmental Relations.

Interprovernmental cooperation act of 1967 and related
legislation. Mearings, Ninetieth Congress, second ses-
“sion ... Washington, U. S. Govt. Print. Of., 1968.

v38p 23m. . .
. Bearings held May 9-29, 1363 on 5. 438, 696, 733, and 2081,
Y 4.G7L/6:In8/6 : .

L Intergovernmental.fiscal relations—U, S r Titla

KF26.G655 1968 | ] 353.007’25 68-61953
)

Library of Congreas
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, . EXHIBIT 7 Page 2
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:“",“:'g U. S. (fongress. Scnate. Committee on Fovernment Opera- 3
B tions, Subcommittee on Interqovernmental Relations. ' s
‘ | Intergrovernmental cooperation act of 1969 and relatec ' )
Jewislation, Hearings, N nety-first Congress, first session .. ' :
Washington, U. 8. Govt. Print Off., 1969.
v.20p 24cm 123 . W
s Henrings hell Sept. 9-17. 1960 un 8. Gir: the Progrum Inforutivn o)
act: £ 2ut5; the Grant consclidation act of 1069 ; 8. 2479 the Inter- . i
‘ governmental dooperation act of 1969, . -
i ot
L |
i 1. Intergovermmental st elatioe-17. 8, 1. Title.
g KF26.G655 1969¢ 352007725 72604522 =
. \".._./ )L\.RC .
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Y!t_.G’Ns/G:InB/lO/pt. | .
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Intergov. nmental versonnelnct of 1967, Intergovernmen-
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first session, on' S. 673 and S, 1485, April 26, 27, and 28,

1967, W nsh.mgton,U S. Govt Print. Off., 1967,
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vilp %em ¥4..G74 /62 In3 /2468
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1. Civl] service--U. §.—States. 2 Grants-inald—0U, 8. L Title,
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Washington, U, S. Govt. Print. Of., 197L
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Includes bibliographlcal references,
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U.S. Congress. Senate. Committee on Immigration.
. Report. {Washington, Govt. print. off., 1893}

xvii, 279 p. (52d Ccg., 2d sess. Seaate. Rept. 1333)
beTnbiok® Submitted by Mr. Ctandler and ordered printed February 22, 1893.
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Works, Insular Affairs.

National environmental policy-act. Joint hearings before
the Committee on Public Works and the Committee on In-
terior and Insular Affairs. United States Senate, Ninety
second Congcress, second session ... Washington, U. S.

Govt. Print. Off., 1972,
i, 004 p. Illux. 24 com,
Hearings held Mar. '}-9. 1972

“Serial no. 92-H32.
Inclodes hiblinzraphical references.
1. Favironmental law—Caited States. .z.ﬁnvlmnmenm pollcy—

United Statex I. United States. Congress Senate. Committed
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Serial No. 12931.2 _
U. S. . Congress. Senate. Committee on Labor and Publie

ateton Welfare. ‘
ASH AT BiaR Education ameundments of 1971; report on S. 659 ... to-

. gether with supplemental and individual views. Washing-
ton, U. S. Gort. Print. Off, 1971.

581 p. 24 em. /(924 Coogress, 1st session. Smte. Report no.
92-348)

Supt. of Docs. no.: 82-1: 8.rp 346 \J
1. Federal aid to higher education--T. S. 2 Vocational edoca-

tloo—Law and iegisiation—U. 8. L. Title. IT3ertes: U. 8. 824
Congress, 1st sessiou, 1971, Senate. Report no. 92-348.

KF31.L3 197la’ 344'.730760262 79-613953
- | ~ MARC
Library of Congrems ¢ O )
S ——————— — d e e
Y - L

Senatr ort .
36211 1.s. Congress. Senate. Committee on Labor and
- Public Welfare.
The aged and azing; a report...made by its
Sutcomittee on problems of the aged and aging,
.-pursuant to S. Res. 65 (86th Cong. lst. Sess.)
At head »f title: 86th Cong. 2d. sess.
Senate Report no. 1121,

O —_—

U.S;'congress. Senate. Committee on

331.88 Government Operations
McClellan, John Little, 1896- i
' Crime withont punishment. (st ed,, New York,

Popular Library [1962)
253p. Mus. J8cm.

LY

. Congress. Sex;nte. Select Committee on Improper Ac-
tlv}ilg lns' the Labor or Management Field. 2. U. 8. Congress. Us:;-
ate. Comuittee oo Government Operations. 3. Racketeering~—U. S.

4. Trade unions—U., 8, 1. Title.

HDG6190.R3UT3 3318808 62—8523 ¢
: Livraey _a! Congrewe R 63u3, ’
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U.S. Congress. Senate. Comnittee on
Government Cperaticas.
Reports. Washington, U.S. Govt.
Print. Office, 1966~
Y. 24 cm.

364.143 U.S. Congress. Senate. Committee on Governoent
Ml2  McClellan, John Little, 1396~

Lidrary of Congress

U; S. Census office.

T p wuw N

Crime without punishment.
Sloan and Pearce (1962,

300p. {Mus. 24cm,

(st ed.; XNew York, Duell,

1 U. 8. Congress. Senate. Select Committee on Improper Ac-
tivities in the Labor or Management Field. 2. U. 8. Congress. Seao-
ate. Commiittee on Government Operations. 3. Racketeering—U. 8.

4, Trade-unions--U. 8. 1. Title,
HD6490.R3UTS 331.8808 62—8523 ¢
(63u3,

v.8. D‘Pt’ of State
5¢h census, 1830. . )

.. ‘Abstract of the returns of the fifth census, showing tho
number of free people, the number of slaves, the federal or
representative number; and the aggregnte of each zounty of
each state of the United States. Prepared from the corrected
returns of the secretary of state to Congress, by the clerk of
the House of represcntatives. Washington, Printed by D.
Green, 1832,

51p 25 e

P_h:tographic facsinile

1 U. 8.—Census, 5th, 1830. = U. 8. Dept. of state.
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Library of Congress N (65¢4 _
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. HA U.S. Dept. of state.
201 U.S. Census office. 3d census, 1810,
1810B Apuregate amount of each description of persons within

the United States of America, and the territories thereof,
agreeably to actual enumeration made according te law, in
r 1810. Washinoton, 1811
&%gg%{ﬁhig ‘facsimile, éedtml Book Co.,
otmb.1. - 313 x 39 em. Brookiyn, New York.

Caption title.
Transmitted from the Department of state. c¢f. 1. 80.

1. U. 8.—Census, 34, 1810. 2. U, S.—Population. 1. U. 8. Dept.
~ of state. .

HA201 1810B - ' 821063 |
Library of Cougress - Sk ' R
e e 2 ) e - s‘\\“&
&
, -U.S. Department of State &
J.x * Uo 80 Tfm“‘. elc. .

236 Treaties and other international agreements of the United

1968 States of America, 1776-1249. Compiled under ths direc-

.AS tion of Charles I. Bevans. [Washington, Dept. of State;

for sale by the Supt. of Docs,, U. 8. Govt. Print. Of., 10¢8-

v. 26 em. (Dept. of Statg publication 8407) 8350 (v, 1)

Correvra.—v, L. Multilateral, 1756-1917. 7.2, Multi eral,
1918-1930. w.3. Multilateral, 1931-13'3%. !
FOR IGLDINGS SEE SHELF LIST
1 U. 8—Forel lat} Treatie:
1906 U 8 Dot of State mr Title, = oravs-Chactes L,

J X236 1968.A5 . 341073 70-600742
Library ot Congress e’/ GO By . .
. emzcr . Adult edwcetion.

TOUCATION .
couscnon U, 8, Offce of education.
... Adult education ...
(In its Biennial surveys, 1922/24- ,
N L111.A32

Washington, U. S. Govt. print. off., 1925
v

* ”-. . .
Advapce sheets from Blennial survey of educarion in the United

States, 1922/24-
- Issued as Bulletin, 1925, no. 38 ; 1027, no. 18; 1929, no. 23; 1631, no. 20,

chap. xm, vol. 1.
Title varies: 1022/24, Adult education for foreigu-born and pative fllit-

erates.
1924/26, Public education of adults in the years 1924-1928,
1926/28, Adult education artivities during the biennjum 1076-1928,

1928/30, Adult education. .
) {Continued on next card)

E 20-208 Rervised
) (r320%

] it o = s A gt o 4 o i sar o o -

155

143

Page 3

-« -
rgw

a -
. e . W e - eeem

- - -



' EXHIBIT 9

LIBRARY, ﬁ . -
s oo oeery, DALY DEPOSITORY
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Claims for nonreceipt of publications on this list under ntem numteis .

the date of receiving it. (Instructions to Deposutory Libraries, Re-

*30¢

140-A(Rev.) C20-73-11, Rousing Starts, Nov.1973 *45c
C22-74-2, February 1974
C25-74-2, February 1974 -
. C41-74-3, March 1974
141 Cotton Ginnings A20-73-7, April 1974
144 - - Foreign Trade Reports:

- 508-H-2

FT 900-74-3, March 1974
FT 986-74-1, January 1974
FT2402-74-3, March 1974 .
148-B Monthly Department Store Sales, BD-74.2, Feb.1974
260 Official Gazette(Trademarks)Vol.922,No.2,May 14,1974
' *31.25
314-A Handbook H6,Sec.A, supp.9, January 1974 *on sub
Handbook H6,S2¢.B, supp.9, January 1974 *on sub
431-C-1  FAA Afr Traffic Activity, Peak Day and Tcrminal Area
: Relationships, cy 1973 S/N 5007-00227 *$4.55
451-1-12 - 660/2-73-029, Mathematical Model for Barged Ocean
Disposal of Wastes, December 1973 *$4,85
431-1-12 670/2-73-077, Combined Sewer Overflow Seminar Papers,

Selected References on Environmental Quality as it

. November 1979 *$2.20
507-A-1Qészrcin03enesis Absrracts Vol.11,No.1@, October 1973

«

relates to Health,Vol.4,No.5,May 1974 *90c
557 Monthly Catalog, April 1974 *$1.35
Note: March 1974 issue will be sent in a few days.
563 ‘?/ Federal Specif Specifications: WW-T=1765,March 8, 1974
572 CFR Title 20, pts.0l to 399, rev. 4/1/74 *31 95"
646-A Pub.in Arch.10, Ruins Stabilization in the Southwestern
United States, S/N 2405-00534 *$2.30
746-“ Manpowér Vol.6, No.2, February 1974 *$1.30
650 Timpanogos Cave: liatl, Monument, Utah, rev. 1974
857 D-10 H-14.B, In fime of Emergency, A Citizen's Handbook on
Disasters, December 1973
910-D SCZ No. 165, The Burrowing Sponges of Bermuda, *80c
1040 Hearings: Market Performance and Competition in the
Petroleum Industry, pt.2, Serial No. 93-24

OVER FOR SEPARATE SHIPMENTS ~
1.’53
144
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vised September 1967, page 9.) Shipment of
May 8, 1974
Rem No. Class
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56.211:C22-74-2
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56.239:73-7
56.210:

C 56.219/3:BD-74-2
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~ SHELF LIST CARDS: NDSU

Leyda, Jay, 1910~ ed. and t7.

The Musotgsky reader; a life of Modeste Petrovich Mu-
sorgsky in letters and docurments, ed. and tr. by Jay Leyda
and Sergei Bortensson. (Isted, New York, W. Y. Norton
(1947, :

xxitt, 474 p. illus, ports,, musie, 2% em.

“Musorgsky's works”: p. 424-437. “Musorgsky's. works on rec-
ords” : p. 451-458, . -
+Sources™ : p. 439-462.

1. Musorgskll, Modeste Petrovich, 1530-1881 2. Musorgskil, Mo-
deste Petrovich, 1889—1581—Dls$ography. 1, Bertensson, Sergel,

1885~  Jolnt ed. and tr. I. Title.

MLA10M97LS (\ o8 47—11310°

-

Library of Coogress aS0z3;

- — - - -
- e - —— i ———— = i

\

Lewis, Clive Stap! 8- o

The allegory of love; a study in medieval tradition, by
C. S. Lewis ... Oxford, The Clarendon press, 1936,

vilp,11,378p,1L 22} cm.

Contrxrs.—Courtly Jove.—~Allegory.—The romance of the rose—
Chavucer.—Gower, Thomas Usk—Allegory as the dominant form.—
The faerie queene.—Appendix. o

1, Courtly Tove. 2, Allegory. 8. Literature, Comparative—Themes, .

motives. 4. English poetry—>Middle English (1100-1500)—Hist, &
erit. 1. Title. S

PNeSSIA C gog — 8684802
Library of Congress | 301, ;‘ .
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PR Mackenzie, William Roy, 1682~ . .
6L3 The English moralities from the point of view of allegory, o ’ )
M7 by W. Roy Mackenzie. New York, Gordian Press, 1966. o 0 J
M3 xv, 278 p. 22 em. (Harrard studies in English, v. 2) , e
1966 . ~Origiually published 1914 C
. Bitliography : p. 271-233. ‘ : _
195658 SRR N . |
L Moralities, Eaglish—Hist. & crit. ‘2. Allegory. " ¢ Tide S
Y b 1|
7 PRG43MTMS 1966 C ga051 . 66~e0i66 | .- - gg‘_&“ ‘
L] . . - & . ’ \. A

G143,
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.. Library of Congress
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L& . Lewis, Clive Staples, 1555- Z | |
The allegovy ‘of love; 4 study in_ medieval tradition, by
C, S. Jewis ... G.Cunberlege,0xlord univer—
s"i’t.yxpress d&gﬁm’ " BRI R .
. ' Vi pa 11,878 p, 1L 2hem. © . o L .
2306L . -  Coxrxxts—Courtly love—Allegory.—The romance of i rose.~— ’ = e
o : Chaucer—Gower. Thomus Usk.—Allegory ds the dominant - form.— ¥, ~ _
o 3 . The taerie queene.—Appendix. o K
e . uFirst published 1936. Reprinted ... ‘951-““' : > .
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- . ) xxill, 474 p. illus, ports., music, 23 cm. » > . e
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T : HM3 by W. Roy Mackenzie ... Boston and Londen, Girp gl

- 4 i968 company, 1914. New York, Johnson Reprint [\99&]
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' =List of autborities and editions” : p. 271-278.°

158945 11-12-7 Lt 12.50  R-773
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809  Lewis, Clive Staples, 1896
-1.58a. The allegory of love; a study in medxeval tradition, by
C. S. Lewis ... Oxford, The Clarendon press, 1936.
 vilp,11,38p,1L Rjcm.

Cowrznrs.—Courtly love—Alegory —The romance of the rose—
Chaucer.—Gower, Thoinas Usk.—Allegory as the dominant form—
The faerie queene—Appendix,

1. 00n'rytly love. 2, Allg'ory 3, Literature, COn:wluvr-Themea,
motives, 4. English poetry—Aiddle English (1100-1500)—Hist, &

cit. rTitle.
PNéssI4 ( 830 36—34602
_Library of Congress 5301,
. »
921 kyda, Jay, 1910 ed. and Ir.

qHI7LL \m Musorgsky reader; a life of Modeste Petrovich Mu-
) in letters and docurents, ed and tr. by Jay Leyda

usorpeky’s works™: p. 424-437. “Muaorpky’- worh on rec-
_ ' "&;upx;cu" p. 459462, .
e ‘ :. ‘Musorgsill, Modeste Petrovich, 1839-1881, 2, Musorgskil, Af:

te Petrovich, 3539-1881-—Discography. L Bertenseon, Sergel,
Jotat ed, and tr. I, +itle.

MILA10.M9TLS - 9218 | 47—11340*

Library of Congress 125023,
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;.' PN i :-. ) ‘:--j..
i 688 ,
joLd Lewis, Clive Staples, 1598- 1963
~_The allegory of love; a study in medieval tradition, by
C.S. Lewis ... don, G.Cumberlege,Oxford wuniver-
sity press 951, ° ; ! |
Vilt p, 10, 89890 1 2 £2) cod. S
CoNTENTS, tly love.—All —Th ! ' -
Chaut:er.—-gowe . r’l‘f\on":;: Usk.igx:ivegory 313“:.:: n::m?:at&e f?r:t--
The faerie queeps.— Apgendix
e s {
"First pablished 1936. Reprinted ... 1951."
"+ 1, Courtly juve. 2. Aliegory, 3. Lit ,
motives, 4, ,"l-.‘t’ngluh po:tf;rfynlddle eé::,";::h c(oﬁgs-?;&?:m:??
. erit. . Tifle. = ‘
Library pt Congress C‘ PNBsS.LA 36—31602
B - 3 “ (Slnl, ' 809
. - -
// | : “
h | o
/o
. ' 4
. A/
|
. \,
ML , R
. 410 ° 2\
M97L5 LCYdﬂ, Jay, 1910—\.- \ ed. and tr. ‘, . .
. The Musorgsky reader; a life of dModeste Petrovich Mu-
sorgsky in letters and documents, ed. and tr. by Jay Leyda
d Sergei Bertensson, (lsted, New York, . W. Norton
1947, ‘ ' : '
xxlil, 474 p. lllm..poréﬁ music. 23 em. .
“Musorgsky's works”: p. 424-437. “Musorgsky’s works on rec-
ords”: p. 451--158. :
“Sources” ; p. 459462,
3. Musorgskil, Madest ovich, 1830-1881, B—Musersoli—Me-
! i e 1. Bertensson, Sergel,
| 1685~  Joloted. and tr. \
b . . ) \ A ' X .
MLA10.MITLS _ \\ 9278 47—11340*
i Library of Congress \\(a5015, . |
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. SHELF LIST AND MAIN ENTRY CARD: MSC

PN

Shelf List

Lewis, Clive S.
6&? " ‘The’allegcry of love,
36959 | A=3-3
Satin
@5‘@“
r . -— — ——
PN
688 - Lewis, Clive Staples, 1898-
oLl The allegory of love; a study in medieval tradition, by

C. 8. Lewis ... Oxford, The Clarendon press, 1936,
vilp,11,878p,11L 22§cm.

ConrTENTa.—CoUrtly love.—~Allegory. —The romance of the rose—
Chaucer.—Gower. Thomas Usk.—Allegory as the dominant form —
‘ahe taerle queene.—Appendix.

* .

1. Courtiy love. '2. Allegory, 3. Literature ._(;'om%a__ratlve—-’rhemes.

motives. 4_ Englls tr=-Middle _Eoglish” (1100-1500§ =Hist & -
Dotives. 4o En h_poetry- .__.s.Jﬁ_C.__.......L._L..-
PN68s.L4 809 - 86—34602
Library of Congress - (5301,
- - . - - . R
1as
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PR Mackenzie, William Roy, 156831957, _‘

643 The English moralities from the point of view of allegory,
+MM3 by W. Roy Muckenziz ... Boston and London, Ginn and
1968 company, 1914. Now York, J-ohason Reprint {1968])

xv, 278 p. 21 cm. (Harvard studles In Eaglish, vol, Ix)
“List of authorities and editions” ; p, 271-273.

i

1. Moralities, English—History and criticism., 2. Allegory.
L Title. _ (Serles)

PRG43.MTM3 1914 | 144996

g
Library of Congress - (r70b2; rev

L—____L_“_-_._ ————— e o man e e i e & el o

-

Puntichs 48

262  Mackenzie, William Roy, 188%- '
The English moralities from the poin* of view of allegory,
by W. Koy Mackenzie ... Boston and London, Ginn and
company, 1914.

v, 218 p. 21 cm. (Half-title: Harvard studles In English, vol. 11)
“List of authorities and editions”; p. 271-273.

Microfiche. Wash., Microcard Editions, 1969,
4 cards. (Books for College Libraries - 3).
1 Moralities, English. 2 Allegory. 1. Title.
PRe43MIMS 14—4996

Library of Ocngress b (8991,
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_ ?25 Sarton, George, 1884
3216 Pr‘:ss?;;t.’;o;—ys 9of science. Cambndgg, Hz‘x.rvard' U_nivers'ity

EXHIBLT 12

MAIN ENTRY CARD: NDSU

2v. illus, maps, facsims. 25 em,
Bibliographical footnotes. Bibliography: v. 1, p. (615,

Pharm. CoNTENTS. 1. Anclent science throogh the Golden Age of QGreece,
--2. Hellenistic science and culture in the

last three centuries B. C.
1. Sclence, Ancient, 2. Civillzation, Anclent, 1 Title,

Full name: Géorge Alfred Léon Sarton.

Q255248 C 509.01 52-5041 rev
Library of Congress  53x15,
- - -— 2 Co
&
PR Mackenzie, William Roy, 1882 -
643 The English nioralities from the point of view of allegory,
M7 by W. Roy Mackenzie. New York, Gordian Press, 1966.
M3 xv, 278 p. 22 cem. (Harvard studies in English, v. 2) ;
1966 “Originally published 1914.” :

Bibliography : p. 271-273. -

\ i - |
1. Moralities, English—Hist. & crit. 2 Allchry. L Title,
(Serien) ‘

~

PRO43.M7M3 1966 ( 822,051 " 66—20466
Livrary of Congres ©ids; | Lo
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e, 1584-1956.
125 Sarton, George,

6 A history of science. Cambridge, Harvard University
§-52 Press, 1952 |

7 v. lllus, maps, ﬁcslms. 23 ¢m.
Bibliographical footootes. Bibliography: v. 1, p. 615;; v. 2, p. 528

Coyrents.—1. Anclent sclence tFrough the Golden Age of Greece.—
3, Hellenistic acience and culture 10 the last three centuries BC

For tomplele tontents see main ety

1. Sclence—Hist. 2. Science, Anclent. 8. Civllization, Anclent.
1. Title. .

Q123.5246 509.01 ' 52—5041
Library of Congress O (88r30v4,

Sarton, George, 1884

«S25 The history of science and the new humanism, vy Georue
1937 Sarton ... Cambridge, Mass.. Harvard university press, 1957,
XX, 106 p. iilus. 19},

Haif-titles: Colver lectures In Rrown unirersity. Flihu Root lecture
at the Carnegie Institution of Washington,
he essay “The faith of a humanist” was originally published In Inis,
vcl‘.. I, o, 2. ¢f, Pref.

fures 1, 11, 111 are the Colver lectures; lecture 1v Is the Flihu
Root lecture.”

CoNTENTS.—The faith of a humanist.—1, The history of scicuce nud
the history of civilization.—ir, East and west. — 111, The new huwman-

—IV. The history ot science and the problems of to-day,

1_Sclence—Hist. 2. Civiiization—FHist. 3, Humunism—20th cert, .
.l. itle: 1he faith ol a inuniar, N

truti me: Leorge Alfred I.-on » riep
Library of Congress p 5012.';.5'.'5 1087 37—sTww
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225 Sarton, George, 1884-1956.

'EXHIBIT 12

MAIN ENTRY CARD: NDSU

Sarton, George, 18564-1956.
Sarton on the history of science, essays. Selected and

edited by Dorothy Stimson. Cambridge, Harvard Univer- e

sity Press, 1962, . :
" xvl, 883 p. 25 em. . .
Bibliographical footnotes.

1, Science—Hist. I,T, v
Full name: George Alfred Léon Sarton,

Q125.S325 1962 ( 509 y 62-20251
Library of Congress 5

o —— -

MAIN ENTRY CARD: MSC

Sarton on the history of science, essays. Selected_nnd - .,
igzgs edite‘:l (l’)y Dorothy Stimson. Cambridge, Harvard Univer-
sity Press, 1962. |

zvi, 883 p. 25 em. | o
Bibllographical footnotes. ,

) 1. Sclence—Hist. | |
Q125.5325 1962 , {09 ' 62—20251
Library of Congress 10873,
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Back, Kurt % ~
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training and the encounter -govemert by

Kurt W. Back. Russell Sage Foundation

1972 -
[xii,]266 pP.

pibliography: p. 239-245.
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1.Group relations training. I.Title
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Back, Kurt W _ .
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- HMI133.B325
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¥
o
L
E

wy

S

m
..

Dibllezraphy : p. 239-243.

Cxi,2N0p. Mem.

o
Z
g.
q
k|
"
.2

selt Sage Foundation (1972,

" Bevond wé

-

R

73-182933

’
~ 301.11°4

T 0

Livrary of Congrese

1SBX 0-671

&
&
R
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-

a - | c R Dy
HM, - | A '
133 Back, Kurtyy - . | '
«B325 Beyond words; the story of sensitivity training and the

encounter movement by, Kurt W. Back. New York, Rus-
sell Sage Foundation (1972, ) ) v

xii, 268 p. 24 cmn.
Biblicgraphy : p. 230-243,

-

e,

192961 ~9-22-72 B. Gill 7.95 <1-0877 - ATV T

[}
§

.A..' ] N\ S O

1. Group relations traloiog I Tite

HM135.B325 - 11 | |
_1SBN 0-87134-077-0 ( So1.114 73—1m829m35
Library of Congresy . 2y .
- * Beyond wozds. T
HM, ye A o
133 Back, KmtW . .

.B325 Beyond words; the story of sensiﬁfity training and the |

encounter movement by, Kurt W. Back. New York, Rus-
sell Sage Foundation (1972,

- wli, 208 p. 24 e
Bibliography: p. 239-243.

1. Group rel:nlons' trai;:i'n& L f(‘lﬂ'e.
HM133,B325 301.114 _ - 73-18293%
ISBN0-87134-077-0° < MARC
Library of Congress . 2 :

133 Back, Kurtw. .
«B325 Beyond words; the story of sensitivi

-t R

” ty training and the
encounter movement by, Kurt W. Back. New V" '
sell Sage Foundation “1_9’72, New ;ork, Rus- '

xil, 268 p. 24 cm.

Bibllography; p. 239-243. ° ' L
m S C’ o 7
1. Group selations training. I Title,. e
HM133.B325 s ‘
15BN 0-87154-077-0. - bﬂ e s
———AAOFRIT of Congress -’ 72 4, MARO
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EXHIBIT 17a

PLASTIC OVZRLAYS USED IN THE CARD CATALOG:

L AP AR —

MEDIA GUIDE

1. Phonotapes—Catalogs. 2.Phonotapes in
education. I.Title

c

memvm@
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172

NDSU

SECTION L s : , '
B - :' '. '.' ‘-. | }
. N - ';' r ‘- -_g
| Index to educational audio tapes.
Ref. )
%guu 4 NatlonallInfgrmatlon center for Educa-
edia.
%g \ Iﬁdexatonedugatlonal audio tapes. fd
- 1972 ed.Los Angeles, 1972. ‘
x, 565 p.
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LASSEYTE _ y
. 251  Adventures in attitudes. (PHCNCTAPE) z N
A2l Minneapolis, Personal Dynamics, 1971, ;
* 10 cassettes. -1 7/8 ips. |
~ CONTENTS:— 1. The power of the mind.- 2, . 1
C‘ . How to manage your mind.- 3. Generating. ) }
e - ' , motivation.- 4. Understanding others. - 5, !
. | "Solving people problers.- 6. Vinning recog- |
- pition.- 7. The key to inner pecce.— 8. : l
Building your expegtations.- 9. Removing |
‘confusion and driffing.- 10. Developing N
self-confidence. : ’ >
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— — T A e e e e o W e — e — —
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Henry the Fourth, part two.
Recordjngr Society SRS S-218. (1964,

. 88 12in. 3} rpm. microzroove. stereophonic, ‘

Starring Max Adritn, Harry Andrews, Felix Ayimer, Pamela |:

Brown, Dame Edith Evans, Richard Johrson, Miles Malleznn, Anthony

- Quayle. and Joyce Redman, with Supporting cast; Peter Wood, direc-

(Phonodisc;, Shakespeare

Nesille Mariner,
Autnmatic sequence.

o4 ——

1. Henty 1v, Kinz of Engla. d. 1367;1413—Drnma. ¥. Adrian,

Max, o. Andrews, Harry, 101 ~ me. Aylmer, Felix, 1v. Brown,

oY . Pamela Mary, 1917~ -"v. Evans, Dawe Edith, 1888- v1. John- e
S e bt ar e KON, R""hﬂl‘d. 1927 - YII. a“ﬂ"QSOﬂ, 3!”98, 1858- i, @4
Quayle, Anthnny, 1013- -~ IX Redwman, Joyce, 1918 X. %
Wond, Peter, 1927— xt. Title. _
' R 65-2
Library of Coagress 0 65-200
3
»

- | " ‘ 7 . :
Regono Adrian, ‘Max ; a[
5363 ghaw, George Béernard, 1856-1950." : S

] by .
oCl3 Caesar and Cleopatra, (Phonodisc, Caedmon TRS-S- | :
’ 804. (1963, . _ o -
45 121in, 33} rpm. microgroove. stereophonle. . LN _
Starring Max Adrian, Claire Bloom, and Judith Anderson, with .
supporting cast; Anthony Quayle, dlrector., ) )
ti uence. = . -
ﬁ:::am:n gh?glny by John Gassoer and the author, and text of the - -
play (24 p.) 1ald In contalner. N .. .
esar . nlins—Drama. 2. Cleopatra, Qi een of Egypt, d. 30 :
) R 2_’_96,““;_?' d L Adrlan, Mzx. 1. Bloom, Clalre, 1831~ ot A
o A.nde;son. Judith. 1iv. Quayle, Anthooy, 1013~ v. Title.
- R 65—407
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Cente: for the Study of Liberal Education
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( Harvey society, Newo York.
11 The Harvey lectures, delivered under the auspices of the
33 Harvey society of New York ... (v. 1;-

1905/06- | .
il Philadelphia and Tondon, J. B. Lippincott company, 1906~

126; Baltimore, The Williams & Wilkins company, 1927-
v. Hllus., plates (part col.) fold. tables, diagrs. 214 cm.
Yole 13 and 14 (1017/18-1018/19).lssued In ccmbined volume.
Begzinnipg with v, 16 (1020/21) *under the patronage of the New
York ncudeny of medicine”
Bihliographles,
LIzt of members, v. 1 . .
. “The Harvey lectures ... Index, volurues ¢ to xxV™; v. 23, p. 211~
oan-  Library has: v.6l-date.
1. Medicine—Addresses, essays, lectures. 2. Physlology—Ad-
dresses, enaays, lectures.

R111.H33 7-—2726

Litrary of Congress (68r39t};

A. Harvard studies in elussical philology, edited by a committee
5 . of the classical instructors of Harvard university. v. 1-
3 1890- - ' )

Cambridee, Harvard university press; (etc., ete., 1500-19

( v. ilusx, plates (piart foll) ports, faexims. 23 cm. annual.
“These stuldies ure published hy\guthority of Harvurd unlu-rshy
and are contributed chiefly by its ins ts and praduites”

Inmex:
Yols, 1-50, 1800-1039, in v. 52,

Library has; v.12,L7-cale; 1916/17,1951/52-24,

Y : 1. Clas=icul philologzy —CoHlevctions. 1. Harcard university,
\ PA25.H3 ' ~ +H—32100
Librury of (ineress fohy,

\
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“These studies are published by authority of Harvard university
and are contribvted chiefly by its instructors and graduates.”
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Vols. 1-50, 1890-1939, in v. 52.

1, Classical phliology—Collections. t Harvard university.

PA25.H3 o 4432100

Library of Congress By “
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. Brantley project
Y4.In8/16:92-46 / .
" ! United States. Congress. House. Committee on Interior
:f.'i".“c‘.?o-“ and Insular Affairs. .Subcommittee on Irrigation and

wsaresit  Reclamation. Y .
" Brantley project, New Mexico. Hearing, Nmety-_second
Congress, second session, on H. R. 5012 ... Washington,
U. S. Govt. Print. Off., 1972-
Card 1

Hearlogs beld 1o Carlsbad, New 3lexico Apr, 14 1972,
Supt. oL Docs. no.: X £.InS/14: 5240

1. Braatley protect 1. Title

'3 v - ' 730460 79-601876
; KF27.I520 '19723 \ 3*_6 1304 ‘, 01876
;, Library of Congress T2 th
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_ , second session. on 8. 50 ... January 25, 1972, Washington,
Card 2 U. S. Govt. Print. Off., 1972 |

(\ P . iv, 84 p. Hllus 24 em

! Supt. of Docx, no.; Y 1I08/13: B13

1. Water resnurcea developrent — Law and leglsiatizi — Pewa
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EXHIBIT 22

EXAMPLES OF CATALOG CARDS FOR LARGE SETS ON
MICROFICHE WHICH WERE AVAILABLE ONLY IN LIBRARIES B AND C

Acailabls ocly 2t AGRICULTURE—ADDRESSES, ESSAYS, LECTURES

Concordia L3527 . "LAC 10€12
o Olcott, Henry Steel, 1832-1907, ed.
Qutlines of the first course of Yale agricultural lec-
tures. By Heary S. Olcott. With an irtroduction by John
A. Porter. New York, C. M.-Saxton, Barker & co., 1860.
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Publications of Russell Sage Foundation - : :

Russell Sage Foundation was established in 1907 by Mrs. Russell Sage
fcr the improvement of Social and living conditions in the United States.
in carrying out its purpose the Foundation conducts research .
under the direction of members of the staff or in close collaboration B y
with other institutions, and supports programs designed to develop , _
and demonstrate productive working relations between social scientists \
and other professional groups. As an integral part of its operations, ’ \
the Foundation from time to time publishes books or pamphlets
sulting from these activities. Publica®g under the imprint V
* ofthe Foundation does not necessarily imply agreement

by the Foundation, its 'lrustetg or its staff with the interpretadons
or conclusions of the althors.
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Publications of Russel Sage Foundation

Russell Sage Foundation was established in 1907 by Mrs. Russell Sage
for the improvement of social and living conditions in the United States.
In carrying out its Purpose the Foundation conducts research

1 . " under the direction of members of the staff or in close collaboration
with other institutons, and Supports programs designed to develop X : o
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4 Standard Book Number: 87154-077-0 =
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Chapter 1 |

The Pilgrim Underneath

“One can only speculate on the next state of symbolic and ritual crystalli-
zation and how soon it will appear. Yet on this one can be dogmatic. How-
ever-different the rituals and interaction .forms turn out to be from
‘traditional religion.’ the demands of the human condition will begin to

" reshape the cultural dimensions to provide effective emotional outlets for
the fundamental crises of existence both for the individual and the

group.™

Geoﬂ‘rey Chaucer in the Cqnterbury Tales describes the tradi-
tion of twelfth-century pilgrims going every spring to Foly places.
Partly they were driven by religious convictions; but in part they
were searching for a change of rdutine, a transformation of them- .
selves, and relief from dis'ress and illriess. They were also looking
for companionship, and as he describeés it they had a merry tifne in
their groups. They probably were Jooking, too, for something more:
strong emotions which could transport the pilgrim from his mun-
dane existence and create 2 unique experience he might ¢herish for
a while or even for the rest of his life. And thus, before and after
Chaucer, men have longed to go on pilgrimages.

Today we still find them going. For many, the old shrines have
lost their magic. The modern pilgrim has often lost his belief in a
saint who can help him, but his need for the singular experience a
pilgrimage can give is stilf. .present, although few would admit it in
these times. A great port_od of today’s pilgrims are locking for strong

‘E. Clnpple. Culture and Biological Man. New York: Holt, lm-m_.‘ﬂ_,‘_ L T
C ’ 3 . - »
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EXHIBIT 27

. * ok
COMPARISON OF CUTTER NUMBERING IN LC AND CC

Howard, James H.W,

LC Cutter '
- No. on cc Number of
Author ° typed cd. Cutter titles

Head, Ann PZ .E11 1
Heinlein, Robert Anson PZ .E288 1
Beller, Joseph P2 .E314 1.
Hellman, Lillian .E343 .E343 6
Hemingway, Ernest .E37 .E5 55
Hergesheimer, Joseph PZ .E66 5
Hersey, John Richard .E7715 +E85 9
Hicks, Granville .I253 .I18 1
Hill, Grace®Livingston PZ 12 1.
Highet, Gilbert .I373 .1373 1
Hodgins, Eric PZ .024 1
Holland, Melvin Ned Pz L0347 1
Holmes, John Clellon 044455 . 0445 i S
Hong, Edna Hattestad Pz .052 1
Hooven, Herbert Nelson .0584 .0584 1
‘Horgan,; Paul Pz .06584 1

. 0829 .0829 1

* Need change

#* Compiled 2y Head Cataloger. LC placed 20th Century Fiction in PZ until

recently.
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EXHIBIT 28 _
ABBREVIATIONS IN USE: MSC

COMMON ABBREVIATIONS, SIGNS & SYMBOLS, AND COMPLETE SPELLING

o

( - Abbreviation Filed as
Abp, Archbishop
Antiq. ’ Antiquities : ¢
Bibl, " Bibliography
Bio=bibl. Bio-bibliography
Biog.. Biography '\
Bp. Bishop :
Bound., | Boundaries
Capt. Captain .
Cie. Compagnie
Co. Company, or County
¢/o Care of '
Col. Colonel
Comm, Commerce
Cpl. Corporal
Descr. Description
Descr. & trav. Description and travel
Dict. & encyc. Dict® —aries and encyclopedias
Direct, Dir ries ,
Disc. & explor. b’ »ry and exploration
Dr. ] .or, Docteur, Doktor
Eccn. condit. L.onomic conditions
. Emig. & immig. i Emigration and immigration
- Esq. _ Esquire
(“ Etc, or &c. . Et cetera (filed as written when in a title)
o ~ Fe Fahrenheit
For. rel. - Foreign relations
Geneal, Genealogy
Hist. . History
Hist. & crit. History and criticism
Hnos. Hermanos
~ Hon, Honcrauie
Indus. Industries
M. Monsieur
Mlle, Mademoiselle
MM, . Messieurs
Mme. . Madame
Mr. ' Mistver
Mrs, Mrs.
Ms,, MS Manuscript
Mss,, 1SS, Manuscripts
Mt. \ Mount, o. Mountain
Mamuf, . Manufactures
N. ' . North . . -
| N.W, . ’ Northwest (as on. word
. No. North, Number, nuuéro -
Period, Periodicals
Pol. & govt. Politics and goveriuuent

Prof. ' Professor, Professcur

= Continued next page =

. \ 49
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Abbreviation

Rev.
Se.

- S0.

Sra.

Srt-.

Sanit. affairs
Soc. condit.

Soc. life & cust.
St.

Ste,
Stat.
Vey V3.
Xmas

(Arrange symbols in science
Symbol

Mo

pPH

RH Factor

B

Symbol

el st————

& (ampersand)

o-2-.

Filed as

Reverend

" Saint, Scuth

-Portuguese, Italian — e

South

Seflora

Sefforita

Sanitary affairs

Social conditions

Social life and customs

Saint (in foreign langucges Sa, San, Sanctus,
Sankt, Sant, Santo, Sac, etc.)

Sainte

Statistics

versus

Christmas

vritten)
Filed as

Mo (symbol for Molybdenum filed as one word)
pH (filed as one worc)
RH (filed as one word)
R (as one letter word)

Filed as

And, et, und etc. -~ according to the language of eatry
Morvegian, Danish ~ og

Dutch -~ en

Latin, French - et

German ~ und

Rumanian « si
Spenish = y
Swedish - och
Times, or by
Plus, or and
Minus
Divided by
Equals
Percent .
Dollar, dollars -.r
Pound, pounds

(See forms of fand' above)

Pegrees

Christmas
raragraph



Abbreviation

Curr., Mat. Coll.
C.2

V.4

pt. 3

ger. 1

1st ser.
Ref.

Suppl.

H.T.

M.S5.C. (red)
H.C.

Filed as

Curriculum Materials Collection

Copy two

Volume four
Part three
Series one
First series
Referance
Supplement
Historical texts

Moorhead State College (faculty author)
Historical childrens



EXHIBIT 28
ABBREVIATIONS IN USE: NDSU

ABBREVIATICNS USED ON CATALGC CARDS

Months are always abbreviated on catalog éards; the following
abbreviations are used:

Jane April July Oct.
Feb. May Rug. Nov.
Mar. June Sept. Dec.

Certain words which occur frecuently are abbreviated in the
tracings on catalog cards but must be spelled out in full in

_the subject headings. They ar~ as follows:

Antiqg.

Bibl.

Bound.

Cent.

Comm.

Descr.

Descr. & trav.
Dict.

Dict. & encycl.
Direct.

Disc. & explor.
Econ. condit.
Emig. & immig.
For. rel.
Geneal.

Hist.

Hist. & crit.
Indus,

Manuf.

Period.

Pol. & govt.
Sanit. affairs

"doc. condit.
Soc. life & cust.

Stat.

Soc.
. R

The names of states are not
They are abbreviated in the

Antiquities
Bibliography
Bio~bibliography
Boundaries

Century

Commerce

Description

Description and travel
Dic¢tionaries

Dictionaries and encyclopedi s
Directories

Discovery and exploration
Economic conditions
Emigration and immigration
Foreign relations
Genealogy

History

History and cr1t1c15m
Industries

Manufactures

Periodicals

Poiitics- and government
Sanitary affairs

Social conditions

Social life and: customs
Statistics

Societies

LC be abbreviated in typiné headings.
imprint of the card, however.

The following words are abbreviated in the tracings and &lso are
abbreviated in typing out the headlngs.

bp. - illus. suppl.
comp. ' jt. auth. trans.
dept. ' jt. comp. U. S.
“ede. jto edc Un s. S. R.
Gt. Brit. pres.

Lp Ll
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Abbreviations Used On

Ref.
Cop. 2
Per.
v.

P.
illus. -
cn
Arch.
Chem,
Pharm.
t.

-2~

Catalog Cards:

Reference
Copy 2
Periodical
Volume

Page
Illustration
Centimeter
Architecture
Chemistry
Pharmacy
Ticle
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